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ABSTRACT 
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EXPLORING FIVE VOCATIONAL AREAS 



Introduction for the Teacher 
WHY STUDENTS NEED VOCATIONAL GUIDANCE 

T!he purpose of this unit is to provide career information to students who 
are not strongly considering and preparing for a four year college. There 
are several reasons for making a major effort to provide career guidance to 
non-college oriented students and to students whose first language is not 
English. Some reasons for providing vocational guidance are: 

1. Students who are not planning on four years of college are a lot 
closer to the job market and to making decisions about work. 

2. Only about 20% of all jobs require a four year college degree. 

3. There are numerous jobs requiring some technical training or 
experience which can offer rewarding careers to the right person. 
Students need to be aware of their options. 

4. Due to changes in the nature of certain occupations and in the 
labor market, the occupational experience of parents may not be as 
useful as for previous generations. This is especiallv true if the 
parents are immigrants and do not have a broad familiarity with the 
labor market in the United States. 

5. Students who are of limited English proficiency have a disadvantage 
in the labor market and need additional guidance in identifying 
jobs they qualify for with their present language skills. They 
also need to be aware of the many jobs available once they learn 
English. 

VOCATIONAL FOCUS 

It is important not to cloi^e the door on the college option, but the goal of 
this unit is to explore occupations that students can either completely or 
partially prepare for by taking vocational high school courses. Some 
students may combine college plans with preparation for a vocational or 
technical career. They may work for a few years and then go to college or 
use their vocational skill to work their way through college. 

GOALS : 

1. To provide an overview of possible occupations that students can 
prepare for by taking high school classes in five vocational areas: 
agriculture, business and distributive education, health careers, 
home economics, and trade and industry. 

2. To provide information on selected occupations so that students 
become aware of an increased number of options. 

FIVE VOCATIONAL ARKAS : INTRODUCTION 3 
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3. To show that bilingual skills can be an asset in employment. 

4. To study the vocational/techxiical training option while not closing 
the door on other paths, such as a four-year college degree. 

5. To provide role models through media, class speaker, or individual 
interview to help students make a personal connection to the world 
of work. 

6. To have students compare their skills and interests to the 
requirements of five vocational areas. 

7. To increase the students' sense of connection between high school 
courses, hobbies and extra-curricular activities and their future 
employment. 

8. To encourage students to consider non-traditional careers and self- 
employment. 

ORGANIZATION OF MATERIALS 

There is one unit for each of five selected vocational areas — agriculture, 
business and distributive education, health careers, home economics, and 
trade and industry The general activities which follow this introduction 
can be used independently or with any of the other units. 

The five vocational units are arranged in parallel format, and contain the 
following sections: 

Introduction - Contains a definition of the vocational area and a 
statement of its general importance in the world of work. This section 
is on a separate page and may be handed out to students or used by the 
instructor for background. 

Importance - A brief statement for the instructor of the importance of 
this vocational area in the world of work. 

Objectives - Provides the instructional objectives of the unit. 

Skills - Provides a list of the skills that students will practice by 
completing the activities. 

Vocabulary - Lists and defines in English difficult and teclmical words 
found in each unit. The words that are defined appear in boldface in 
the student handouts. 

Activities - The activities are described briefly for the instructor. 
Most activities have an accompanying student handout. The handout for 
activity one is labeled Handout 1. A letter following the ntimber 
identifies the unit, for example Ifandout IB for business. When 
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appropriate, answers to the activities are included. The activities 
for each unit are arranged in a parallel format as follows: 

Activity one - Self-assessment exercise relating to the specific 
vocational area. 

Activity two - A hands-on classroom activity for students to 

experience something about work in that vocational area. 

Activity three - Ar. exercise requiring students to use the job 
descriptions provided with that unit. 

Additional activities - 1-3 exercises that relate to the specific 
vocational area. 

Last activity - Requires students to pick an occupation in this 
vocational area for further exploration. 

Job Descriptions - Each unit contains from 9 to 17 one page 
descriptions of occupations that can be prepared for by taking classes 
in that vocational area. Each job description summarizes typical 
tasks, working conditions, training and qualifications, job outlook, 
earnings, advancement, and language skills. (See notes on Development 
of Job Descriptions at end of this section) 

LANGUAGE 

These materials have been designed specifically for Spanish-speaking 
students; therefore, all of the student handouts are available in both 
Spanish and English versions. An effort has been made to keep the language 
simple, but in many cases a discussion of a specific occupation involves 
some technical terms. It has been difficult to balance the need for content 
with the desire for simple language. The vocabulary that accompanies the 
English version of each unit may help and the instructor can explain key 
concepts. In addition, students can read materials in whichever language 
they are most comfortable or in both. 



SUGGESTIONS FOR USE 

The materials are designed to be used in a number of ways and instuctors can 
further adapt them to their own needs. Here are a few suggestions: 

1. Use all five units in a career exploration unit. If all activities are 
done, each unit will take at least a week. 

2. Do a briefer exploration of the five units by doing only some of the 
activities. 
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3, Give the Entry Level Job Survey (Handout IG) and use results to either 
teach the units in which there is greatest interest or to assign students to 
individual work in their area of greatest interest. For example, students 
could simultaneously complete Activity three (using the job descriptions) 
for any vocational area in which they have high scores on the survey. 

4. Infuse the relevant unit into a vocational area. For example, the home 
economics unit can taught in a home economics course. 

A FEW PRINCIPLES OF CAREER GUIDANCE 

Career guidance is teaching a systematic process to students to help them to 
design lives that ere productive and self-fulfilling. The following 
principles of career guidance are offered to instructors who may be new at 
this activity or who want a one-minute refresher course. 

1. The basic process of career and life planning has three steps . 
The first step is to know who I am... my interests, values, and 
skills. The second step is to know where I am going.,. the work 
environment that suits me. The third step is to know how to get 
there... the job seeking skills of resumes and interviews. 

2. Work in America has been dominated by the Protestant work ethic . 
Work is noble. One must work hard to achieve one's goals. However 
the work ethic has been questioned in recent decades. Can work be 
fulfilling and noble for all individuals? Leisure time activities 
might be needed tc provide enrichment in people's lives for whom 
work is not fulfilling. Not all work may be noble. Hard work does 
not always produce more money. Not everyone can find work in their 
area of greatest interest. These issues need to be explored with 
students. 

3. Individuals go through defined career developmental stages . 
Students, until senior year, should be in an exploring stage. 
Early closure on career choice should not be forced. However, for 
some students survival needs are much more important than 
self-actualization needs on Maslow's hierarchy of needs. In 
general, however, teachers should be helping students to learn and 
to explore many options. Low-income students, in particular, may 
settle on a course of action without being aware of or exploring 
available options. For most high school students, it is 
unrealistic to know what they want to be the rest of their lives. 

4. Career and life planning skills can be taught. Such skills 
include the ability to assess one ' s skills , make decisions , 
research career information, conduct exploratory interviews, use a 
network of friends and acquaintances for job searches, telephone 
for information and to develop action plans to prepare for and to 
develop one's career. 
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5. In today's work world, job changes are frequent. Individuals nay 
make seven career changes in their life time. Thus students should 
realize that what they do after graduation is not the job that they 
will be doing all their life. They should realize the importance 
of career transitions and career ladders. Each experience can add 
on to the next job. 

6. Technology is having an impact on jobs and the work force. 
Computers will be used on many jobs. Students do not have to know 
how to program to use a computer, but they should have an idea of 
the capabilities of a computer. We all need to realize that as our 
society is changing , so is the labor force . Many skilled 
manufacturing jobs are now done in other countries. The need for 
some jobs is decreasing due to automation. Students and everyone 
in the labor force need some awareness of these general trends. 

7. Students' choices are limited by the knowledge of the world of 
work. Schools can provide the opportunity to students to learn 
about jobs through classes, the career center, work experience, 
R.O.P., work site visits, and guest speakers. With more knowledge 
of alternatives, students can make better decisions for their 
lives. 

8. Students must be aware of the changing roles of women and men . 
Women can no longer think of being a wife and mother as a career. 
Most women must work to provide the income needed to survive. Thus 
men and women must wisely choose careers and plan their lives so 
they can successfully combine child-raising and work, if they 
desire to raise a family. 

9. Sometimes, an emphasis on self-assessment and career exploration 
encourages the idea that the perfect job awaits us out there if 
we just look hard enough. First of all, any one person can be 
well-suited for many jobs. It is more realistic for students to 
think of the kinds of jobs that can meet their needs and the kinds 
of jobs they want to avoid. Second, if students have a goal that 
is difficult to achieve, for example if half the class wants to be 
rock stars or airline pilots, it is us:!!ful to encourage developing 
a back-up plan. For most people, a job choice is a compromise 
between what they really want and what they can get. 

10. Teachers' and counselors' awareness of the breadth of the world 
of work may be limited to education. Thus teachers and counselors 
may need to increase their knowledge through means such as visits 
to work sites , use of materials such as the Dictionary of 
Occupational Titles and the Occupational Outlook Handbook, and 
reading of the business section of the newspaper. Providing good 
career guidance to students is a challenge. Yet what could be more 
fulfilling work for a teacher or counselor than to help students 
not only to become better citizens of the world, but also to become 
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self-fulfilled individuals through their life and work. 
NOTES ON THE DEVELOPMENT OF JOB DESCRIPTIONS; 



It is important for students to realize that the job descriptions 
accompanying each unit do not represent the whole spectrum of occupations. 
There are over 30,000 different job titles in the U.S., and we have only 
slightly more than 50 included in this unit. 

Reasons for selection - The job titles were selected in several ways. 
The original goal was to describe entry-level jobs that students could 
qualify for by taking high school vocational classes or by attending 
post-secondary technical training programs. There was also the need to 
show some occupations which could be qualified for by additional 
experience and training, to reinforce the career ladder concept. 
Finally, there was an effort to provide some variety in terms of work 
environment and skills used within a small sample of jobs. 

Salary - Information on pay is difficult to obtain and, even though the 
most recent sources were used, may not be entirely accurate. It was 
included because students all too often have no idea of what jobs pay 
or what their own financial requirements will be. Salary information 
should be taken as a useful estimate to give students an idea of the 
relative pay of various occupations. 

L anguage Skills - Information of this kind is not usually included in 
job descriptions but it is ejztremely important for bilingual and LEP 
students. If students aspire to jobs that require better English 
skills than they possess, they need to plan to improve their English. 
Many students don't realize that bilingual skills are an asset if the 
individual has the other required job skills. 

In the job descriptions , phrases describing language skills were used 
as defined here: 

Basic English skills- the ability to understand simple directions. 

Good English skills- the ability to understand a vocational course 
in English, including reading and writing at a minimum of 8th grade 
level . 

Good English communication skills- the ability to speak to a 
variety of people, frequently to deal with the public, and to 
undertake simple business writing tasks. 
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List of occupations - The following occupations are described • 
BUSINESS AND DISTRIBUTIVE EDUCATION 



!• cashier 

2. clerk (general) 

3. receptionist 

4. truck driver 

5. telepho«ie operator 

6. postal clerk 

7. bank clerk 

8« accountant and auditor 

9. bookkeeper and accounting clerk 

10. wholesale trade worker 

11. collection worker 

12. computer operating personnel 
13* automobile sales worker 



TRADE AND INDUSTRY 

!• fabrication operator 

2. electronics tester 

3. assembler 

4. auto mechanic 

5. janitor 

6. technicians 

7. cable ii:sualler 

8. sign painter 

9. commercial artist 

10. solar energy technician 

11. police officer 

12. cement mason 

13. plasterer 

14. electrician 

15. appliance installer and repairer 

16. machine tool operator 

17. positions in temporary service 
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HOME ECONOMICS OCCUPATIONS 



!• model 

2. childcare aide 

3. retail sales worker 

4. barker* 

5. cosmetologist* 

6. teacher aide 

7. waiters assistant and kitchen helper 

8. cook 

9. hotel housekeeper 

10. sewing machine operator 

11. merchandise display worker 

12. fashion designer 

13. flight attendant 

HEALTH 

!• home health aide 

2, nurse aide/orderly 

3. licensed vocational nurse 
A. medical assistant 

5. registered nurse 

6. nurse practitioner 

7. community health worker 

8. dental assistant 

9. dental hygienist 
10. technicians (health) 

12. additional health career opportunities 

AGRICULTURE 

1. agricultural production 

2. agricultural mechanic 

3. park ranger 

4. forester or forestry technician 

5. pest control occupations 

6. animal health technician 

7. horticulturist 

8. landscape architect 

9. veterinarian 



*These jobs are classified under Trade & Industry, but included here due 
to their relationship to the Home Economics area. 
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GENERAL ACTIVITIES 



The following activities can be used with any of the five vocational areas 
or independently. The instructor is also encouraged to develop additional 
activities such as guest speakers, relevant films, field tripa, and 
classroom demonstrations. 

Activity one; Self-Assessment . The Entry-Level Job Survey combines 
assessment questions from the five vocational areas of business, 
agriculture, trade and industry, health careers, and home economics. By 
taking this test, students can assess their interest in one those five 
areas. It is especially useful to give this test in order to decide which 
unit or units are of most interest for the class to complete. Also, if 
students are to work independently on vocational units, this test can be of 
help in selecting a unit of interest. 
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HANDOUT IG: ENGLISH 



ENTRY LEVEL JOB SURVEY 



Directions : Answer the following questions by c^Bcking yes or 
check yes," circle the letters that followo 

YES/NO 

1. Do you like the responsibility of planning an 

entire activity and carrying it out independently? 

2. Would you like to respond to emergency situations? 

3. Would you enjoy spending time outdoors in all 

kinds of weather as part of your job? 

4. Do you like to communicate with people who are 

sick, or physically or mentally handicapped? 

5. Are you a good leader in planned activities? 

6. Do you like to solve practical problems that 

have concrete results that you can see and touch? 

7. Do you enjoy thinking of new, creative ways to do 

things? 

8. Would you enjoy studying human anatomy? 

9. Is prestige, such as being president o£ your class 

or queen/king of your prom, important to you? 



no. If you 

BUS/ENT 
H 

T&I 
H 

ENT 

KE/T&I/AG 
HE/BUS/ENT 

H 

BUS/ENT 



10. Do you like tasks that require detecting 
differences in shapes, sizes, and textures of 
products? 

11. Do you like the responsibility of caring for an 
animal? 

12. Is helping other people enjoyable to you? 

13. Would you enjoy negotiating with other people 
over the sale of a product? 

Add the total number of times each of the following is circled 
and put the number below. 



: T&I/HE 

AG 

H/HE 

_ _ BUS 

on thi^ page 



AG 



H 



HE 



T&I 



BUS 



ENT 
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YES/NO 



HANDOUT IG: ^.NGLISH (Cont.) 

lA. Do you like to set your own specific goals and 

be respoHiSible for getting to your goals? 

15. Do you have plenty of patience? 

16. Is working outdoors with rakes, shovels, or other 

tools an enjoyable activity for you? 

17. Have you taken a first aid course or would you 

like to take a first aid course in the future? 

18. Do you enjoy using basic mathematics to keep 

financial or production records? 

19. Do you like to use clerical skills? 

20. Do you like to cook for family and friends? 

21. Do you like to read and copy large amounts of 

numbers without error? 

22. Can you see yourself lifting or moving heavy 

objects as part of your job? 

23. Would you like to use eyes, hands, and fingers to 
do precision work or to work with precision 
instruments? 

24. Do you like projects which use math skills for 
measuring cloth or ingredients for baking? 

25. Are you able to read and understand blueprints and 
diagrams in order to set up and adjust machines 

and equipment? 

26. Are you able to enjoy and tolerate the noise and 

energy level of young children? 

27. Are you good at reading and understanding 

technical information found in manuals? 

28. Would you like to have a business of your own? 

Add the total number of times each of the following is circled on 
and put the number below. 



BUS/ENT 
H/HE 

AG 

H/HE 

T&I/BUS/ENT 

H/BUS 

H/HE 

BUS 

AG/T&I 

H/T&I 
HE 

T&I 
HE 

H/T&I 
ENT 

this page 



AG 



H 



HE 



T&I 



BUS 



ENT 
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HANDOUT IG: ENGLISH (Cont.) 

YES/NO 

29 « Do you enjoy an office environment in which you 
might work with computers, typewriters, or adding 
machines? 

30. Could you adjust to doing the same thing over 

and over again according to a set procedure? 

31. Have you taken, or do you plan to take, 

industrial arts or machine shop courses? 

32. Have you assembled a garment, a bicycle or a 

toy following drawings or simple instructions? 

33. Do you enjoy working with mechanical equipment 

as farm machinery, automobiles, or lawn mowers? 

34. Would you like the responsibility of helping an 

injured person at the site of an accident? 

35. Do you like to work with gauges or measuring 

tools? 

36. Do you enjoy presenting your ideas clearly so 

other people can understand what you are saying? 

37. Are you capable and patient in working with 

details? 

38. Would you like to camp or hike as a part of your 

job? 

39. Would you consider yourself a gcjd listener? 

40. Do you follow other people's instructions 

easily and willingly? 

41. Do you enjoy raising plants or animals as a hobby? 

42. Can you efficiently coordinate your eyes, hands, 
and fingers to perform tasks such as using a 
typewriter, doing assembly work, sewing a 

garment, or doing mechanical work? 

Add the total number of times each of the following is circled on 
and put the number bo. low. 



BUS 

AG/T&I/BUS 

T&I/AG 

HE/T&I 

AG/T&I 

H 

HE/T&I 
BUS 

TSI/BUS/HE 
AG 

H/HE 

T&I/BUS 
AG/H/HE 

AG 

AG/HE/T&I 
this page 



AG 



H 



HE 



T&I 



BUS 



ENT 
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HANDOUT IG: ENGLISH (Cont.) 

YES/NO 

43. Have you been a member of FFA or 4-H? AG 

44. Have you enjoyed, or would you enjoy, a biology 

class? H 

45. Do you enjoy using the telephone to give other 

people information or tc answer question?? BUS 

46. Would you like to educate other people about 

health care? " H 

47. Would you enjoy working with farm machinery to 

plant, cultivate, harvest, and store grain crops? AG 

48. Would you gain satisfaction in filing cards, 

invoices, receipts and other records? BUS 

49. Are you interested in styles and fashions? HE 

50. Do you enjoy working outdoors with plants or 

lawns? AG 

51. Would you enjoy working in a hospital environment? H 

52. Would you be willing to work long, hard hours to 

make your own business succeed? ENT 

Add the total number of times each of the following is circled on this page 
and put the number below. 

AG H HE T&I BUS ENT 

Now, total the number of times each set of letters is circled on the test 
and fill in below. The higher score you get, the more interest you have in 
that vocational area. Scores of 5 or more on the ENT scale indicate that 
you have an interest in running your own business. 

Letter Code Score Vocational Interest Area 

AG Agriculture 

2. H Health 

3» HE Home Economics 

^* T&I Trade and Industry 

5» BUS Business 

ENT ^ Entrepreneur/ Business Owner 
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HANDOUT IG: SPANISH 

ESTUDIO DEL tflVEL OF ENTRAJA DE EMPLEOS 



Si/No 



!• 6Te gusta ser responsable de planear y llevar 
a cabo una actividad independientemente? 

2. 6Te gusta responder a situaciones de 
emergencia? 

3. iTe gustai'la trabajar al aire libre no 
importdndote l^s condiciones del clima? 

A. iTe gusta coraunicarte cm la gente cuando 
estds enfeniia, incapacitada o nerviosa? 

5. iEres un buen lider para planear actividades? 

6. iTe guRta resolver problemas prScticos que 
tengan resultados concretes que puedas ver y 
tocar? 

7. iTe gusta peusar en formas nuevas y 
creativas para hacer cosas? 

8. iTe gusta estudiar anatomla humana? 

9. iEs importante para ti el prestigio? Como 
por ejemplo, ser presidente de tu clase o 
rey o reina del baile? 

10. iPuedes ver diferencias pequenas en formas, 
tamanos y textura de los productos? 

11. iTe gusta ser responsable del cuidado de un 
animal? 

12. iDisfrutas ayudando a otros? 

Suma el numero total de las veces en que cada grupo 
de letras tiene un clrculo, y pon el numero aba jo. 



Si marcas Si , 
pon un clrculo 
en las letras 
que siguen. 

BUS/ENT 



H 

AG 

TSI 



H 

ENT 

AG 
HE 

T&I 

HE/BUS 
ENT 

H 



BUS/ENT 

T&I/HE 

AG 

H/HE 



AG 



H 



HE 



T&I 



BUS 



ENT 
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HANDOUT IG: SPANISH (Cont.) 



13. 6Te gusta negociar con otra gente la venta 
de un producto? 

14. iTe gusta planear tus metas especf fleas y 
ser responsable de llegar a ellas? 

15. 6Tlenes bastante paclencla? 



Si/No 



Si marcas Si , 
pon un circulo 
en las letras 
que siguen. 

AG/BUS 

BUS/ENT 
H/HE 



16. iDisfrutas trabajando al aire libra con 
rastrillost palas u otros instrumentos? 

17. 6Has tornado un curso de primeros auxillios 
o te gustarla tomarlo en el futuro? 

18. 6Te gusta usar matemdticas bSsicas para llevar 
records financieros o de producci6n? 



19. 6Te gusta el trabajo de oficina? 



AG 



H/HE 

T&I/BUS 
ENT 

H/BUS 



20. iTe gusta cocinar para la familia y los 
amigos 

21. 6Te gusta leer y copiar largas cantidades de 
numeros sin cometer errores? 

22. 6Puedes verte levantando o moviendo objetos 
pesados como parte de tu trabajo? 

23. 6Te gusta usar los ojost manos y dedos para 
hacer trabajo de precisi6n o trabajar con 
instrumentos de precisi6n? 

24. 6Te interesan los proyectos en que se usan 
matemSticas para medir telas o ingredientes 
para hornear? 

Suma el numero total de las veces en que cada grupo 
de letras tiene un circulo, y pon el numero aba jo. 



H/HE 
BUS 

AG/G&I 

H/T&I 

HE 



AG 



H 



HE 



BUS 



ENT 
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HANDOUT IGs SPANISH (Cont.) 



Si/Nc 



25, iPuedes leer y entender copies heliogrificas 
y ajustar maquinaria y equlpo? 

26. iDis^rutas y toleras el ruido y grado de 
engergia de ninos pequenos? 



27. 6Eres bueno para leer y entender la informaclon 
tScnica que aparece en los manuales? 



28. iTe gustarla tener un negoclo propio? 

29. iTe gusta un ambiente de oficina en el cual 
podrlas trabajar con coinputadoras, mSquinas 
de escribir o sumadoras? 

30. iTe ajustar las a hacer la misma cosa 
repetidamente de acuerdo con un procedimiento 
fijo? 



SI marcas Si , 
pon un clrculo 
en las letras 
que siguen. 



T&I 



HE 

H/T&I 
ENT 

BUS 



AG/T&I 
BUS 



31. iHas tornado clases o piensas hacer lo, de artes 
industriales o cur^^os de mSquinas de taller? 



T&I 
BUS 



32. iHas montado un vestido, una bicicleta o un 
juego siguiendo dibujos o instrucciones 
sencillas? 

33. iTe gusta trabajar con equipo mecSnico como 
maquinaria de granja, autom6viles o cortadoras 
de pasto? 

34. iTe gustarla poder ayudar a una persona 
herida en el lugar del accidente? 



35. iQuisieras trabajar con reglas de medir o 
instrumentos de medida? 

Suma el numero total de las veces en que cada grupo 
de letras tiene un clrculo, y pon el numero abajo. 



HE/ 
T&I 



AG 
T&I 



H 

HE 
T&I 



AG 



H 



HE 



T&I 



BUS 



ENT 
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HANDOUT IG: SPANISH (Cont.) 



Si/No 



36. 6Te gusta presentar tus ideas con claridad para 
que otra gente pueda entender lo que dices? 



37. 6Tienes la capacidad y la paciencia para 
trabajar con detalles? 

38. 6Te gustarla acampar o caminar cotDo parte de 
tu trabajo? 

39. 6Piensas que sabes escuchar bien a otros? 

40. 6Estds dispuesto a seguir fScilmente las 
instrucciones que otros te den? 

41. 6Disfrutas cultivando plantas o animales como 
pasatiempo? 

42. 6Puedes coordinar ef icientemente tus ojos, 
manos y dedos para usar una maquina de 
escribir, hacer trabajo de montaje, hacer 
vestidos o hacer trabajo mecSnico? 

43. iHas sido miembro de un club como FFA o 4-H? 

44 6Te ha gustado o te gustarfa tomar una clase 
de biologla? 

45. iDisfrutas al dar informaci6n o contestar 
preguntas por tel6fono? 

46. 6Te gustarla educar a otra gente en el 
cuidado de la salud? 



47. 6Te ha gustado trabajar con maquinaria de 
granja para plantar, cultivar, cosechar y 
almacenar los granos? 

Suma el numero total de las veces en que cada grupo 
de letras tiene un clrculo, y pon el n6mero aba jo. 



Si marcas Si , 
pon un clrculo 
en las letras 
que siguen. 



BUS 



T&I 

BUS/HE 

H/HE 

AG/H/HE 
T&I/BUS 

AG 



AG 

T&I 

HE 



H 



BUS 



H 



AG 



AG 



K 



HE 



T&I 



BUS 



ENT 
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HANDOUT IG: SPANISH (Cont.) 



Si/No 



Si marcas Si, 
pon un circulo 
en las letras 
que siguen. 



48. 6Te agrada llenar tarjetas, facturas, recibos 
y otros records? 

49. iEstds interesado en estilos y modas? 



BUS 
HE 



50. 6Te gusta trabajar al aire libre con plantas 
o prados? 

51. LTe agrada el ambiente de hospital? 

52. iEstarlas dispuesto a trabajar duro y muchas 
horas para que tu proplo negocio tenga 6xito? 



AG 
H 

ENT 



Suma el numero total de las veces en que cada grupo de letras 
tiene un circulo en esta p^gina y pon el numero aba jo. 



AG 



H 



HE 



T&I 



BUS 



ENT 



Ahora haz el total del numero de veces que cada grupo de letras tiene un 
circulo. Si el numero estS mks alto, quiere decir que tienes mds interes 
en esta drea. Un resultado de mSs de 5 en las escala de ENT indica que 
tienes interns en mane jar tu negocio propio. 



Grupo de Letras 



Resultado 



1. 


AG 


2. 


H 


3. 


HE 


4. 


T&I 


5. 


BUS 


S. 


ENT 



Area de Interns Vocacional 

Agricultura 
Salubridad 
Economla DomSstica 
Comercio e Industria 
Negocios 

Dueno de Negocios 
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Activity two: Exploring High School Vocational Courses . The purpose of 
this activity is to acquaint students of Limited English Proficiency (LEP) 
with the high school vocational courses that are available to them. You 
may be able to use existing course descriptions from your high school and 
Regional Occupational Center/Program (ROP/C). If you do not have 
descriptions or if they do not meet the students' information needs, 
prepare course descriptions as described below. 

PREPARATION OF COURSE DESCRIPTIONS 

Provide course summary sheet (Handout 2G) to instructors of vocational 
courses in high school and the ROP/C. Collect the results. You may have 
to check back to get clarification or complete answers for some courses. 
Prepare course description sheets for student use* It may be necessary to 
type responses received. Your school may want to do this as a project, as 
part of extending vocational information to LEP students. 

CLASS ACTIVITIES 

1. As an individual activity, students may read through all the course 
descriptions placed in a box or binder in the classroom or career center. 
The students may request copies of the courses that interest them. 

2. Students can read descriptions in groups or pairs. This is helpful for 
LEP students if the descriptions are available only in English. 

3. As a group activity, students currently enrolled or who have completed 
vocational classes can explain the course and answer questions. Students 
can either be bilingual or can speak slowly and clearly and answer 
questions . 



Activity three: Planning for High School Vocational Courses • According 
to the law, LEP high school students may not be denied the opportunity to 
participate in vocational education courses simply due to their language 
ability. However, students may not be aware of the steps needed to get 
into certain classes or the necessary prerequisites. Once students have 
identified the courses that interest them, they should read the 
requirements with special care. For one or more areas of strong interest, 
have students complete course planning sheet (Handout 3G). Hopefully, this 
will help students enroll in some of the vocational classes that cffer 
marketable skills but which may be hard to get into, such as some of the 
Regional Occupational Programs. 
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HANDOUT 2G: ENGLISH 

VOCATIONAL CLASS REQUIREMENTS 
Course Title: Where is the course taught? 

A. PRE-REQUISITES 

B. ACADEMICS 

Math - what operations are required? 

Reading - books (complexity) 

How many pages per week? 

Specific vocabulary 

Tested directly on reading 
Writing - spelling 

Listing 

Record keeping 
Handwriting 
Teaching style - verbal explanation 

visual explanation 

demonstration 
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HANDOUT 2G: ENGLISH (Cont.) 

Testing - type (matching, true-false, fill-in, recall) 

Memorizing - how much? examples? 

Speech/Communication - required? 

C. MACHINERY, TOOLS, EQUIPMENT AND INSTRUMENTS USED IN THE COURSE 

D. PHYSICAL REQUIREMENTS 

E. PERSONAL AND SOCIAL REQUIREMENTS 

Independent work habits required 

Ability to work with others 
Adjustment to change 

F. ASSISTANCE FOR SPANISH-SPEAKERS 

Tutoring available 

Spanish version of textbook 
Teacher or aide is bilingual 
Other 
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HANDOUT 2G: SPANISH 

REQaSITOS PARA CLASES VOCACIONALES 
Tltulo del Curso: iEn d6nde se enseiia? 

A. PRE-REQUISITOS 

B. ACADEMIAS 

MatemAticas - lqu& operaciones se requieren? 
Lectura - libros (complejidad) 

^CuSntas pSginas al dla? 

Vocabulario especffico 

Probado directamente en la lectura 
Escritura ortografla 

Hacer listas 

Guardar anotaclones 

Escritura a mano 
Estilo de ensenanza explicaci6n verbal 

Explicaci6n visual 

Demostraci6n 

Exdmenes - Tipo (igualar, verdadero-falso,, llenar, recordar) 
Memorizar icu^nto? iejemplos? 
Lenguaje/comunicaci6n - isc requieren? 
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HANDOUT 2G: SPANISH (Cont.) 

C. HAQUINARIA, INSTRUMENTOS , EQUIPOS USADOS EN EL CURSO 



D. REQUISITOS FISICOS 



E. REQUISITOS PERSONALES Y SOCIALES 

fiabitos independientes de trabajo requeridos 
Habilidad de trabajar con otros 
Ajubtc a camblos 

F. AYUDA PARA PERSONAS DE HABLA HISPANA 
Tutores 

Versi6n castellana del libro de texto 

Profesor o ayudante bilingue 

Otro 
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HANDOUT 3G: ENGLISH 

COURSE PLANNING SHEET 

1. What is one of the courses that interests you most? 

2. Why? 

3* Are you ready to take this class now? Yes No 



4, If you are ready to take the class, how do you sign up? 



5. If you are not ready to take this class, what do you need to do? 

Take prerequisites: List: 

Improve English reading 

Plan: 



Improve English comprehension 
Plan: 



Improve English writing 
Plans 



Improve math skills 
Plan: 



Improve study skills juch as memorizing and test-takin> 

Plan: 



Improve oral English communication 

Plan: 

6. What people or materials are there to help you in this class? 

Spanish text 

bilingual staff 

tutors 
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HANDOUT 3G: SPANISH 

PLAN D3 PROCEDIMIENTOS 

1) iCudl es uno de los cursos que mks te interesan? 

2) 6Por qu6? 

3) iEstAs listo para tomar esta clase ahora? Si No 

4) Si est^s listo, icomo te inscribes en ella? 

5) Si no estds listo, ^quS necesitas hacer? 

Tomar las clases que sean pre-req'iisitos 

iCuSles clases? 



Mejorar tu lectura en inglSs. 
Plan: 



Mejorar tu entendimiento del ingl6s« 
Pla^^.r 



Mejorar tu escritura del ing]6s. 
Plan: 



Mejorar tu conocimiento de las raatem^ticas. 
Plan: 



Mejorar tu habilidad para estudiar, tal como memorizar y tomar 
ex^enes* Plan: 



6) 6Qu6 personas o materiales existen que te ayuden en esta clase? 

Texto en espanol 

Personal bilingiie 

Tutores 

Companeros de clase bilingiies 
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Activity four; Student Vocational Education Organizatioas > In so^e high 
schools, there are student organizations for each vocational area. These 
organizations provide excellent learning opportunities for students through 
activities and regional and national conferences, T!iese organizations are: 

FHA-HERO - Future Homemakers of America-Home Economics Related 
Occupations 

DECA - Distributive Education Clubo of America 
FFA - Future Farmers of America 

VICA - Vocational Industrial Clubs of America (For health and industrial 
arts students) 

Have a student and/or faculty advisor for each group make a presentation to 
your class. 

Activity five; The Entrepreneu r, Discuss entrepreneurial opportunities. 
In many vocational areas, it is possible to learn a skill, work for some 
one else, and then start one's own business. For a role model, invite a 
guest speaker who is a successful Hispanic business owner. The 
Mexican-American Chacber of Comiu?rce may provide names. Have students 
complete Do I Want to be my own Boss? (Handout 5G). Discuss. 
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HANDOUT 5G: ENGLISH 

DO I WANT TO BE MY OWN BOSS? 

Directions ; Decide how each statement applies to you. If it is true, 
check yes. If it is false, check no. 

Yes No 

1. I like to think of new ways to accomplish a task. 

2. I organize my time well. 



3. I like to make decisions for myself and others* 

4. A challenge with risk of winning or losing money 
is exciting to me. 

5. I do not particularly like to follow directions of 
others. 



6. When I tell other people what to do, they generally 
like to follow my instructions. 



7. I like to tell others what to do to get a job done. 

8. Earning money due to my own hard work and skill 
excites me. 

9. I am willing to work long hard hours to make a 
business succeed. 

10. I do not mind working alone. 



11. I am not a risk taker. 



12. 1 like working regular hours. 



13* I like to know I have a regular paycheck. 



14. I like being part of a large company. 



15. I don't want to be responsible for the success or 
failure of a business. 



16. I don't like to take work home. 



17. A job is just a job to me. I don't like to be 
too involved. 
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HANDOUT 5G: ENGLISH (Cont.) 

Yes No 

18. If I can't do something, I want to be able to ask 

the boss. 

19. I like to quit a job when I feel like it. 

20. I don't mind taking orders. 

Score this test to see if you would enjoy owning your own business. For 
questions 1 to 10, give yourself 1 point for each item that you said was 
true. For questions 11-20, give yourself subtract 1 point for each item 
you said was true. If your final score is between 5 and 10, you could be a 
successful business ovmer. If you scored between +5 and -5, you enjoy both 
independence and working for others. If you scored between -5 and -10, you 
are happier working for others. 

IF YOU WANT TO START A BUSINESS, DO SOME PLANNING NOW. 

1. Interview someone who runs their own business. Find out the 
advantages and disadvantages of being boss. 

2. Explore what business would be most interesting to you. 

3. Plan the coursaa and experiences in high school that can help 
you to succeed. 

A. Draw up a career plan for yourself. Remember owning a business 
is a long-term goal, \n\at kind of work would you do to start out? 

5. Take yourself seriously and go for it ? 
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HANDOUT 5G: SPANISH 

iQUIERO SER MI PROPIO PATRON? 

Instrucciones ; Decide c6nio se refiere a ti cada afirmaci6n. Si 
marca si. Si es falsa, marca no, 

!• Me gustaria pensar en nuevas formas de llevar a cabo una 
tarea. 

2. Organize bien mi tiempo. 

3. Me gusta hacer decisiones por ml y por otros. 

4. Me gusta arriesgar el ganar o perder dinero. 

5. No me interesa mucho seguir las direcciones que otros dan. 

6. Cuando les digo a otros lo que van a hacer, generalmente 
siguen mis instrucciones. 

7. Me gusta decirles a otros qu6 hacer para hacer un trabajo. 

8. Me gusta ganar dinero por hacer mi propio trabajo. 

9. Estoy dispuesto a trabajar duro y por muchas horas para que 
un negocio tenga ^xito. 

10. No me importa trabajar solo. 

11. No me gusta tomar riesgos. 

12. Me gusta trabajar horas regulares. 

13. Me gusta saber que tengo pagos de trabajo regularmente. 

14. Me gusta ser parte de una compania grande. 

15. No me gusta ser responsable del 6xito o ruina de un negocio. 

16. No me gusta trabajar en casa. 

17. Un trabajo es solamente un trabajo para rai. No me gusta 
envolverme en ^1. 

18. Si no puedo hacer algo, quiero ser capaz de preguntArselo 
a mi jefe. 
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HANDOUT 5G: SPANISH (ContO 

Si No 

19 • Me gusta dejar un trabajo cuando yo quiero. 

20, No me importa recibir 6rdeneSc 

Califica esta prueba para ver si te gustarla ser dueno de un negocio. Para 
las preguntas del 1 al 10, anota un punto para ti por cada contestaci6n de 
si . Para las preguntas de 11 al 20, quita un punto para cada contestaci6n 
de si. Si tu calificaci6n final est& entre 5 y 10, tu podrlas empezar una 
empresa. Si tu calif icaci6n fue entre -5 y +5, podrias disfrutar siendo 
independiente o trabajando para otros* Si tu calificaci6n fue entre -5 y 
-10, tu estards m&s feliz trabajando para otros. 

SI QUIERES SER TU PROPIO PATRON, SIGUE ESTOS PASOS: 

1. Entrevista a alguien que tiene su propio negocio. Ent^rate de las 
ventajas y desventajas de ser el jefe. 

2. Investlga cuales negocios ser Ian m&s interesantes para ti. 

3. Planea los cursos y experiencias en la secundaria (high school) que te 
pueden ayudar a tener exito. 

4. Diseiia un plan de carrera para ti mismo. Recuerda que el ser dueno de 
un negocio as una meta larga. iQu^ clase de trabajo se te antoja para 
empezar? 

5. T6mate en serio y sigue adelante. 
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Activity six; Free To Be Anything I Warn- t-n Rp . Discuss the concept of 

Jo? a Ws\«v»'^trr"'^'^'"2"^^ "'^^ ^'^'^ Auto mechanics do 

not always have to be men. Nurses, secretaries, and elementary school 

Srson'Lv fJnS Tit '° ^'^^^''^S a'non-traditionarcaree%T1 

person may find better pay and/or more job satisfaction H«vp 

"""P^^'" ^° Anything I Wanton R/ "K°^;.^°"^P,^ ^0^'"^? 

even though litle 4 ot the Civil Right Act of 1964 prohibits discJimina^ioJ 

in employment based on sex, race, or national origin, many old attJSdes 

still persist. Students may limit their career choices based on tradition! 

Answers to 6G: 



7% Gardener 


47% Accountant 


9% Police Officer 


21% Wholesale Trade Worker 


15% Barber 


50% Biologist 


lOZ Architect 


97% Licensed Vocational Nurse 


14% Janitor 


88% Telephone Operator 


97% Receptionist 


94% Dental Higienist 


7% Autosales worker 


7% Dentist 


19% Lawyer 


2% Caroenter 


56% Newspaper Reporter 


. 57% Health Technician 


3% Truck Driver 


94% Teacher Aide 


87% Hairdresser 


37% Cook 


23% Photographer 


3% Machinist 


. .99% Secretary 


75% Electronic Asspmhly 


70% Cashier 


74% Elementary Tparhpr 


38% Bus Driver 


^7% High School Teacher 


3% Airplane Pilot 


^3% Real Estate Sales 
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HANDOUT 6G: ENGLISH 

FREE TO BE ANYTHING I WANT TO BE 

Directions: Guess which of the occupations below are filled mostly with 
women and which are filled mostly with men. Write F for female or M for 
male according to your best guess. 



Gardener 


Accountant 


. Police Officer 


Wholesale Trade Worker 


Barber 


Biologist 


Architect 


Licensed Vocational Nurse 


Janitor 


Telephone Operator 


Receptionist 


Dental Higienist 


Autosales Worker 


Dentist 


Lawyer 


Carpenter 


Newspaper Reporter 


Health Technician 


Truck Driver 


Teacher Aide 


Hairdresser 


Cook 


Photographer 


Machinist 


Secretary 


Electronic Assembly 


Cashier 


Elementary Teacher 


Bus Driver 


High School Teacher 


Airplane Pilot 


Real Estate Sales 
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HANDOUT 6G: ENGLISH (Cont.) 

Directions ; Answer the following questions by checking an answer or 
filling in a word. 

IS MY CAREER CHOICE TRADITIONAL? 

I am Female Male 

At present, my occupational choice is . 

This occupation is mostly Female Male 

Therefore, my occupational choice is: (Choose one) 

_ traditional (choosing on occupation filled mostly with members of the 
same sex.) 

_ non-traditional (choosing on occupation filled mostly with members of 
the oppo:*ite sex) 

If you chose a nontraditional occupation . Congratulations! Your career 
choice is not influenced by the old patterns. You may have an advantage in 
finding work, but remember new roads are not always easy. 

If you chose a traditional occupation , you may have made a good choice 
anyway if you also truly considered the nontraditional choices. 

Just for fun, ignore all the traditional choices. Which of the 
nontraditional occupation appeal most to you? _ 

Have you explored this career? yes _ no _ If you answered no, research 
this career. If you answered yes, and you like your traditional choice 
better, then you too have made a good career decision. 
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HANDOUT 6G: SPANISH 

LIBRE PARA SER LP QUE. YO QUIERA SER 

Instrucciones: En tu opini6n, 6en cuales ocupaciones hay m5s hombres o 
mujeres? Escribe F for femenino y M por mascullno de acuerdo a lo que 
creas. 



Jardinero 


r^r^n t"n Any 


Policla 


vciiucuui Uc VCIII.0S S± lLenUQ60 


Barlero 


RI6I0PO 

1^ A V A w 


Arqultecto 


Enfermero con lic€.ncia vocadonnl 


Conserle 


Telef onista 


Recepclcnista 


Hielenlsta dental 


Vendedor de autoin6viles 


Dentista 


Abogado 


Carplntero 


Periodlsta 




unorer de camion de carff,a 


Avudante de profesor 


Peluquero 


Coclnero 


Fot6Krafo 


Maauinlsta 


Secretaria 


Trabajador de electr6nlca 


Ca jero 


Profesor de prlmaria 


Chofer de autobus 


Profesor de secundaria 


Plloto de avion 


Vendedor de bienes rafces 
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HANDOUT 6G SPANISH (Cent.) 

Instrucciones ; Contesta las sigulentes preguntas marcando una contestacion 
c llenando los espacios en bianco. 

6ES TRADICIONAL LA CARRERA QUE ESCOGI? 

Yc soy del sexo FEMENINO MASCULINO 

Al momento, la ocupacl6n que escojo es • 

Esta ocupaci6n es principalmente FEMENINA MASCULINA . 

Por eso, la ocupaci6n que escojo es: (escoje uno) 

_ Tradicional (escoger una ocupaci6n en que trabajan ndembros del misrr 
sexo en su mayorla.) 

_ No tradicional (escoger una ocupaci6n en que trabajan miembros del sexo 
opuesto en su mayorla.) 

Si escogiste una ocupacion que no es tradicional , ite felicitamos! Lo que 
escogiste no fue influldo por los moldes antiguos. Podrlas tener una 
ventaja en encontrar un empleo, pero recuerda que lo nuevo no es siempre 
fficil. 

Si escogiste una ocupaci6n tradicional , podrlas haber hecho una buena 
selecci6n de cualquier manera si tu realmente analizaste "as alternativas 
que no son tradicionales. Solo para divertirte, ignora todas las 
ocupaciones tradicionales. LCnkl de las que no son tradicionales te parece 
interesante ? • 

6Has explorado esta carrera? SI NO 



Si no lo has hecho, ent^rate de ella. Si lo has hecho, y tu prefieres una 
carrera tradicional, quiere decir que tu decisi6n es buena. 
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BUSINESS 
AND 

DISTRIBUTIVE 
OCCUPATIONS: 

NEEDS/ 
DEMANDS/ 

WORK 

IN AN 

INFORMATION 
AGE 



BUSINESS AND DISTRIBUTIVE OCCUPATIONS 
NEEDS, DEMANDS, WOPvK IN AN IliFORMATION AGE 



Introduction 

Business and distributive occupations is a combination of two related 
fields. Business includes office occupations such as secretary, clerk, 
and accountant. These basic business jobs have endless variety depending 
on the field in which they are found, since office work is found in all 
occupational clusters. Distributive Occupations include all occupations 
involved in a product between the time it is manufactured and the time it 
reaches the consumer. Broadly speaking, this includes transportation 
workers, wholesalers and retailers, and display and advertising personnel. 

Business and distributive occupat.'.ons are growing very rapidly in this 
information age. A forecast by the U.S. Department of Labor projects that 
more than half of the estimated 66.4 million job openings available between 
now and 1990 will be in white-collar openings - the professional, 
technical, managerial, sales, and clerical fields. This means there will 
be a demand for well trained personnel in the business and distribution 
field. 

Employees in business and distributive occupations will not only need basic 
skills in reading, writing, and computation, but in addition will need 
definite technological skills. Increasingly, the office work force will 
use electronic office equipment - electronic and memory typewriters, 
microprocessors, electronic mail systems, and wordprocessors. With the 
technological changes, careers in business offer a fast-changing and 
exciting challenge. 
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IMPORTANCE 



Although students have some knowledge of business practices, often they 
have little understanding of the significance . f business in our social and 
economic structure. As all people use the services of business daily, it 
is important that students understarid what business is, why people engage 
in business, and the dependence of consumers on business for the goods and 
the services they use. One could say that the understanding of business is 
essential for all persons, regardless of the occupations in which they may 
be engaged. These activities can be used not only for students to explore 
an interest in business, but also for all students to understand how the 
world of business functions. 

OBJECTIVES 

1. To help students assess their interest in a business career. 

2. To give students information on work environments, typical tasks, and 
opportunities in business occupations. 

3. To give students an opportunity to experience a simulated activity in 
business. 

4. To help students gain a basic understanding of the organizational 
structure of a business. 

SKILLS EMPHASIZED : 

Reading, abstracting information, reporting, selling, design, creativity, 
communication, math, working with details, and vocabulary building. 
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1. Audit 

2. Aptitude 

3. Bid 

4. Cargo 

5. Change Dispenser 
6f Commission 

7 • Consultant 

&• Conveyor 

9, Data Processing 

10. Dependent 

11. Debtor 

12, Electromechanical 
13 f Executive 

14. Financial Statement 

15. Fiscal 

16. Graveyard Shift 

17. Gross Pay 

18. Interest 

19. Journal 

20. Ledger 



BUSINESS VOCABULARY 
to check a company's financial records, 
ability. 

an estimate of how much a certain job could cost 
and an agreement to do the job if selected, 

merchandise being transported in plane, truck, or 
boat, 

machine that gives change, 

amount of a sale that is paid to the salesperson, 

person with specialized knowledge who is paid as 
a freelancer, 

a belt that moves materials, frequently used on 
assembly lines, 

to organize data (information) by computer, 

a person supported by a worker such as a child or 
spouse, 

person who owes money, 

using both electrical and mechanical parts, 

refers to the decision making and management 
level of a business, 

an account of a businass's finances, 
relating to money, 

work hours from midnight to start of regular 
business hours, 

complete pay earned before deductions are made, 
the amount paid to borrow money, 
book in which daily bookkeeping items are entered, 
a book used to keep the accounts of a business. 
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21 • Merchandise 
22 # Office Practices 
23. Perishable 
24* Prospective 
25. Receipt 
26 « Refer 

27 • Repossess 

28 • Routine 

29. Scanning Machine 



30. Shift or Pay 
Differential 

31. Social Security 



32. Swing Shift 
33 • Switchboard 

34* Transaction 

35. Verify 

36. Warehouse 

37. Wholesaler 



whatever is sold by a business, 
standard way of doing things in an office, 
something that can go bad or spoil, 
future, possible. 

record of a sale or other payment. 

direct to another source of assistance or 
information. 

to take back, usually merchandise that is not 
paid for. 

habitual, done every day the same way. 

machine used in grocery stores which 
automatically reads prices off special labels on 
the merchandise. 

extra au'ount paid to people working a special 
shift. 

program that deducts money from everyone's paycheck 
and pays them a monthly sum when they are over 65. 

work hours from late afternoon to midnight. 

the central telephone connection in an 
organization with many extensions. 

a business activity, usually involving a sale. 

to check on. 

building used for storage. 

the person or organization that sells to stores. 
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ACTIVITIES ; 

Activity one; Self-Assessment , For an introduction to this unit, have 
students complete the self-assessment exercise (Handout IB). Discuss the 
business field based on material in this unit with optional films, guest 
speakers, and career center materials. 
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HANDOUT IB: ENGLISH 

SELF--ASSESSMENT 

Directions; Would you like a job in business or distribution? To find 
out, answer yes or no to the following questions. 

YES NO 

1. Do you do well in school? Do you learn quickly 
and understand instructions? 



2. Can you present your ideas clearly and understand 
the meanings of words? 



3. Do you have an eye for details? (For example, 
can you quickly compare two pages of typing to 
find the differences between them.) 

4. Can you efficiently coordinate your eyes, hands, 
and fingers to perform tasks such as using a 
calculator, computer, or typewriter? 



5. Can you easily perform simple mathematical 
calculations? 



6. Would you rather work with people than work 
alone? 



7. Do you prefer routine to frequeit change? 

8. Do you like to influence others? For example, 
are you good at getting your friends to agree 
to a plan? Are you good at selling things? 

9. Is admiration important to you? Would you 
enjoy being the class president, the queen at 
the dance, or the person chosen to speak for 
your group? 



10. When you have a job to do, do you like someone 
to give you specific instructions? 



11. Do you enjoy repetitive work such as taking the 
class attendance every day, or sending the 
same letter to fifty people? 
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HANDOUT IB: ENGLISH (Cont.) 



YES NO 



12. Do ycu like to have a very specific goal and 
get there? (For example, see that each person 
on the list receives a letter, or that your 
club raises the $500 you need for the field 
trip.) 

13. When you have to make judgments or decisions, 
do you like to have very specific rules to 
follow? 

14. When there is a task to be done, do you like 
to direct it? Do you like to have control 
over the activities of others? 

15. Do you like to work with machines and learn 
processes and techniques? 



If you answered yes to more than half these questions, maybe you should 
consider a career in business. 

NOTE: Each yes answer means that you have an aptitude , interest, or pre- 
ference that is similar to individuals in the business field. 
But, remember that there are differences between different occupations in 
business. For example, an accountant should be good with numbers and not 
mind working alone, while it is more important for a sales person to like 
working with people and influencing them. As you learn about careers in 
business, think about what personal qualities are important to each job and 
whether you have or would like to develop those qualities. 
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HANDOUT IB: SPANISH 

EVALUACION FkOPIA 

iTe gustaria un trabajo en negocios? Pax a saberlo, contesta SI o NO a 
las siguientes preguntas. 

SI NO 

1. 6Qu6 tal lo haces en la escuela? iAprendes rSpidamente 
y entiende las instrucciones? 



2. iPuedes presentar tus ideas claramente y entender el 
significado de las palabras? 

3. iTienes buen ojo para los detalles? (por ejemplo, 
puedes comparar rSpidamente 2 pSginas escritas a 
mdquina para buscar diferencias entre ellas?) 

4. iPuedes coordinar ef icientemente tus ojos, manos y 
dedos de la raano para usar una calculadora, una 
computadora o una mAquina de escribir? 



5, iPuedes hacer cSlculos matemSticas simples sin 
dificultad? 



6. iPreferirlas trabajar con gente que trabajar solo? 

7, iPrefieres la rutina en vez de cambios frecuentes? 



8. iTe gusta influir en otros? Por ejemplo, iqu6 tan 
bien puedes convencer a un grupo de tus amigos para 
que accedan a un plan? LQn& tan bi^n puedes vender 
cosas? 



9. 6E1 prestigio es importante para ti? iTe hubiera 

gustado ser presidente de tu clase, la reina del baile 
o la persona escogida para hablar por tu grupo? 

10. iTe gusta que alguien te d6 instrucciones especlficas 
cuando tienes que hacer un trabajo? 

11. iTe gusta un trabajo que se repite tal como tomar la 
asistencia diaria de la clase o enviar la raisma carta 
a 50 personas? 



12. iTe gusta tener una meta especlfica y llegar a ella? 

(Por ejemplo, asegurarte que cada persona de una lista 

reciba una carta o que tu club reuaa $500.00 que se 
necesitan para una excursi6n?) 
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HANDOUT IB: SPANISH (Cont.) 



SI NO 

13.iTe gusta sequir reglas especfficas cuando tienes que 

hacer juicios o tomar decisiones? 

lA.Guando hay que hacer un trabajo, iprefieres dirigirlo? 
cTe gusta tener control sobre las actividades de 
otros? 



15 .^Te gusta trabajar con m^quinas y aprender procesos 
t6cnicos? 



Si contestas SI^ a mds de la mi tad de estas preguntas. qxxlzA deberlas 
seguir una carrera en negocios. 

NOTA: Cada contestaci6n afirmativa significa que tu tienes una aptitud, 
interns o preferencia semejantes a los indivlduos en el campo de los 
negocios. Pero recuerda que existen diferencias entre las distintas 
ocupaciones en los negocios. Por ejemplo, un contador deberla ser bueno 
con los numeros y no importarle el trabar solo, mientras que para quien 
trabaje en ventas, es mds importante el que le guste trabajar con gente y 
tener influencia sobre ella. A medida que aprerides acerca de las carreras 
dentro de los negocios, piensa en las cualidades personales que son 
importantes para cada trabajo, y si tu las tienes o te gustarla 
desar rollarlas • 
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Activity two; Getting Ready for Pay Day . Many jobs in business require 
precise recordkeeping and the repetition of tasks. Quite a few involve 
math skills. This exercise gives students a chance to experience this type 
of work. Tell students that they will be responsible for preparing payroll 
for an imaginary company— Irma's Taco Bar. They will be given the 
following information for each of five employees: hours worked, pay rates 
and deductions. They will calculate what each employee will be paid, 
either with paper and pencil or using a calculator. 

Have students work on Handout 2B in pairs. Both students should check the 
math and be responsible for the company records. Correct and discuss. 

DISCUSSION IDEAS 

1. What are the kinds of payroll deductions? 

2. What skills are needed by clerks and accountants? 

3. How vi juld you calculate the profit of Irma's Taco Bar? 



Answers 2B 





Hours 


Hourly 


Gross 


Social 


State 


Fed. 


Net 


Employee 


Worked 


Rate 


Pay 


Security 


Taxes 


Taxes 


Pay 


Jesse Rodriguez 


60 


8.00 


480. 


38.40 


10 


96 


$335.60 


Silvia Jones 


15 


5.00 


75. 


6.00 


7 


15 


47.00 


Manuel Garcia 


20 


3.75 


75. 


6.00 


5 


10 


54.00 


Maria Silva 


25 


4.00 


100. 


8.00 


5 


10 


77.00 


Joe Marin 


25 


4.05 


101.25 


8.10 


6 


18 


69.15 



ALTERNATE ACTIVITY; 



The class could plan, organize and conduct a small business venture, such 
as selling snacks or some other items, or holding a car wash. Students 
would keep all records and discuss how these records would be similar and 
different if they were operating as an ongoing business. 
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HANDOUT 2B: ENGLISH 



IRMA'S PAYROLL RECORDS 

Directions ; Irma has a taco bar, and she has hired you to do her payroll 
this week. With a partner from your class, figure out how much Irma must 
pay her workers* Use a calculator if you want. 

Step one: Your first task is to find out how many hours each employee 
worked. Look at the work schedule and total the hours for each person. 
Write the number of hours on the payroll record chart by each person's 
name. Then multiply the number of hours worked times the hourly rate to 
get each person's gross pay • 

Step two: As you know, people do not get the gross pay amount because of 
the amount taken out for taxes and social security . Your next step is to 
calculate the deductions for each person. Social security is 8% of the 
gross amount. Multiply each person's gross pay by .08 to get the amount 
that will be subtracted for social security. 

Then, each employee will have state and federal taxes withheld. This 
amount will vary even among people who make the same amount. For example, 
a person who has 6 dependents pays less taxes than a person with no 
dependents. The taxes each employee will owe have already been figured for 
you • See the payroll records. 

Step three: Now that you have all the deductions for social security and 
taxes, subtract each person's deductions from the gross pay to get the 
amount of each person's check. 



FIVE VOCATIONAL AREAS: BUSINESS 



57 



57 



HANDOUT 28: ENGLISH (Cont.) 



WORK SCHEDULE 





8/1 


8/2 8/3 


8/4 


8/5 8/6 


8/7 




In 


Out 


In 


Out In Out 


In 


Out 


In 


Out In 


Out 


In 


Out 


Jesse R. 


10 
AM 


6 
PM 


10 
AM 


6 10 10 
PM AM PM 


10 
AM 


6 

PM 


10 
AM 


6 10 
PM AM 


6 

PM 


10 
AM 


6 

PM 


Silvia J. 


11 
AM 


2 
PM 


11 
AM 


2 XX XX 
PM XX XX 


YY 

AJi 

XX 


YY 

AA 

XX 


11 
AM 


9 11 

PM AM 


PM 


11 

AM 


o 

z 

PM 


I<lanuel G. 


4 
PM 


8 

PM 


4 
PM 


8 4 8 
PM PM PM 


XX 
XX 


XX 
XX 


XY 
XX 


YY A 

AA H 

XX PM 


Q 
O 

PM 


PM 


Q 

o 

PM 


Maria S. 


12 

PM 


6 

PM 


12 
PM 


6 11 2 
PM AM PM 


4 

PM 


8 

PM 


12 
PM 


6 YY 

U AA 

PM XX 


XX 
XX 


XX 
XX 


YY 
aA 

XX 


Joe M. 


3 
PM 


8 

PM 


XX 
XX 


XX XX XX 
XX XX XX 


3 

PM 


8 

PM 


3 

PM 


O J 
PM PM 


8 
PM 


3 
PM 


o 

o 

DM 

rn 










PAYROLL RECORDS 














Employee 




Hours 
Worked 


Hourly Gross 
Rate Pay 




Social 
Security 


State 
Taxes 


Federal 
Taxes 


Net 
Pay 


Jesse Rodriguez 






8.00 








110 
7 


196 
15 






Silvia Jones 








5.00 












Manuel Garcia 








3.75 








5 


10 






Maria Silvs 








4.00 








5 


10 






Joe Marin 








4.05 








6 


18 































Note: Net Pay = Gross Pay - taxes and social security 



ERIC 
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HANDOUT 2B: SPANISH 



RECORDS DE LA NOMINA DE IRMA 

Instrucclones : Irma tiene una taqueris y te ha empleado para preparar la 
n6mina de esta semana. Junto con un companero de clase, calcula cudnto 
tiene que pagar Irma a sus trabajadores. Usa una calculadora si quieres. 

Primer Paso; Lo primero que tienes que hacer es saber cudntas horas ha 
trabajado cada empleado. Mira el horario de trabajo y suma las horas de 
cada persona. Escribe el numero de horas en el record de n6minas bajo 
horas trabajadas. Ahora, multiplica el numero de horas trabajadas por el 
pago por hora de cada persona para obtener el pago total antes de los 
descuentos. 

Segundo Paso ; Como tfi sabes, la gente no recibe en su cheque todo el 
dinero que gana porque le descontardn lo que corresponde a impuestos y a 
seguro social. El paso que sigue es hacer los descuentos a cada persona. 
El seguro social es el 8% del pago total. Multiplica el pago total de cada 
empleado por .08 para obtener lo que se descontard por seguro social. 

Entonces, se descontardn los impuestos federal y estatales. Esta cantidad 
varla adn entre las personas que ganan lo mismo. Por ejemplo, una persona 
que tiene 6 dependlentes, pag6 menos impuestos que una persona que no tiene 
deipendientes. Los impuestos que cada persona pagard ya se han calculado 
antes. 

Tercer Paso ; Ahora que ya tienes todas las deducciones para el seguro 
social e impuestos de cada persona, substrae estas deducciones del pago 
total y obtendrds la cantidad para el cheque de cada persona. 

Ahora ya sabes cudnto pagarle a cada empleado. 
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HANDOUT 2B: SPANISH (Cont.) 

HORARIO DE TRABAJO 
8/1 8/2 8/3 8/4 



8/5 



8/6 



8/7 



Jesse R. 
Silvia J. 
Manuel G. 
Maria S. 
Joe M. 



itro 


Fuera 


D. 


F. 


D. 


F. 


D. 


F. 


D. 


F 


D. 


F. 


D. 


F 


10 


6 


10 


5 


in 


in 


1 n 


D 


1 n 

lU 


0 


1 n 
lU 


0 


lU 


0 


AM 


PM 


AM 


PM 


AM 


PM 


AM 


PM 


AM 


PM 


AM 


PM 


AM 


PM 


11 


2 


11 


2 


XX 


XX 


XX 


XX 


11 


2 


11 


2 


11 


2 


AM 


PM 


AM 


PM 


XX 


XX 


XX 


XX 


AM 


PM 


AM 


PM 


AM 


PM 


4 


8 


4 


8 


4 


8 


n 


XX 


XX 


XX 


4 


8 


4 


8 


PM 


PM 


PM 


PM 


PM 


PM 


XX 


XX 


XX 


XX 


PM 


PM 


PM 


PM 


12 


6 


12 


6 


11 


2 


4 


8 


12 


6 


XX 


XX 


XX 


XX 


PM 


PM 


PM 


PM 


AM 


PM 


PM 


PM 


PM 


PM 


XX 


XX 


XX 


XX 


3 


8 


XX 


XX 


XX 


XX 


3 


8 


3 


8 


3 


8 


3 


8 


PM 


PM 


XX 


XX 


XX 


XX 


PM 


PM 


PM 


PM 


PM 


PM 


PM 


PM 



RECORDS DE NOMINA 



Empleado 



Horas Pago/ Pago 

Trabajadas Mora Total 



Seguro Impuesto 
Social T^statal 



Impuesto Pago 
Federal Neto 



Jesse Rodriguez 
Silvia Jones 
Manuel Garcia 
Maria Silva 
Joe Marin 



$8.00 
5.00 
3.75 
4.00 
4.05 



$10 
7 
5 
5 
6 



Nota: Pago Neto = Pago Total - Impuestos y Seguro Social 



$96 
15 
10 
10 
18 
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Activity three: Using the Job Descriptions , Make a class set of the job 
descriptions at the back of the business section. Have students use these 
descriptions to complete Handout 3B. 

Answers 3B 

1. telephone ope^^tor, cashier, or postal clerk 

2. postal clerk 

3. accounting clerk, bookkeeper 

4. accountant 

5. wholesale trade worker 

6. collection worker 

7. auto sales worker 

8. accounting clerk 

The business and distribution job descriptions presented here are only a 
small sample of possible jobs. They are: 

1. cashier 

2. clerk 

3. receptionist 

4. truck driver 

5. telephone operator 

6. postal clerk 

7. bank clerk 

8. accountant and auditor 

9. bookkeeper and accounting clerk 

10. wholesale trade sales worker 

11. collection worker 

12. computer operating personnel 

13. automobile sales worker 
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HANDOUT 3B: ENGLISH 

BE THE JOB COUNSELOR 



Wrtctlona: Read Business Occupations . Then you choose a job for each 
of the people. described here. D;.n't overload the job market— use each 
^OD only once. Be prepared to explain your choices. 

1. Alicia Is a college student- and she wants a job that will let her 
work evenings and weekends when she is not in class. She likes 
dealing with the public. What could she do? 



2. Stan has worked as a clerk in the army for three years. He is 
getting out and he needs a civilian job. He knows many clerks are 
not well paid. He just got married and he and his wife are 
expecting a baby, so money is important to him. ^^at is the highest 
paid job in which he could use his job skills? 

3. Lupe Is very good with recorod and figures. She was class treasurer 
and kept track of over $800 of student body funds. She doesn't mind 
working alone, and she can work without supervision. She got an "A" 
in her high school accounting class. \^hat would be a good job for 
her right out of high school? 



4. If Lupe goes to college, what job could she get in the same general 
area? 



5. Mario loves to talk to people and hates to be confined all day In 
one place. He likes to go different places and to travel. He is 
well organized and can work alone. Mario is a good sales person 
because he understands what people need and he listens to them. He 
is also reliable and had a very good recommendation from his 
previous three jobs as a salesman. 



6. Stephanie has always been extremely good at talkiijg to people in 
difficult situations. She doesn't let what others say bother her. 
She graduated from high school and has been working in a department 
store office as an account clerk for two years. She wants to move 
up to a job with more pay and responsibility, but she doesn't want 
to go back to school just now. IThat could she do? 



7. Sylvia is a good salesperson. She enjoys finding out what people 
need and helping them find it. She can be very persuasive at times. 
She is bilingual and would like a sales job wher'^ she could use her 
Spanish. She Is willing to work hard and would like a job where she 
can make a large commission . What could she do? 



8. Samuel likes to be left alone to do a task. He does not enjoy 
workir.g with the public. Due to an injury, he cannot stand and move 
around much. In school, he did well in math. What could he do? 
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:iANDOUT 3B: SPANISH 



TU ERES EL CONSEJERO DE EMPLEOS 



Instrucciones ; Lee descripciones de trabajo y escoge un trabajo para cada 
persona . No uses iin mismo trabajo mAs de una vez. Prepdrate para 
explicar por qu6 has hecho esa selecci6n. 

1. Alicia estudia en el colegio y quiere un empleo que le permita trabajar 
por las tardes y los fines de semana cuando nc estS en la escuela. A ella 
le gusta tratar con la gente. 6Qu6 podrla hacer? 

2. Stan ha trabajado en el ej^rcito c6nio oficinista durante tres anos. Ya 
estd a punto de salir del ej^rcito y necesita un trabajo civil. El sabe 
que muchos oficinistas no estSn bien pagados. Acaba de casarse y su esposa 
estd esperando un beb6, y por supuesto, el dinero es importante para 61. 
iCn&l es el trabajo mejor pagado en el que podrla usar sus habilidades de 

trabajo? . 

3. Lupe es muy buena con los records y los numeros. Ella fue la tesorera 
de la clase y se hizo cargo de m&s de $800 de los fondos recaudados por su 
clase. Le gusta trabajar sola y puede hacerlo sin superYisi6n. Sac6 una 
"A" en la clase de contabilidad en la secundaria. iCudl seria un buen 
trabajo paia ella cuando saiga de la escuela? 

4. Si Lupe va al colegio, 6qu6 trabajo pudiera tener en la misma Area 
general? • 

5. A Mario le encanta hablar con la gente y odia estar encerrado todo el 
dia en un lugar. Le gusta ir a lugares diferentes y via jar. Rs bien 
organizado y puede trabajar solo. Mario es un buen vendedor porque 
entiende lo que la gente necesita y sabe escucharla. Mario es responsable 
y tiene muy buenas recomendaciones de los tres trabajos anteriores en que 
estaba empleado como vendedor. 

6. Stephanie siempie ha sido muy hdbil para hablar con la gente que tiene 
problemas. Ella no deja que lo que otros digan la moleste. Se gradu6 de 
la secundaria y ha estado trabajando en el departamento de contabilidad de 
una tienda durante dos anos. Quiere subir a un trabajo que pague mAs y que 
tenga mas responsabilidad. LQm& podria hacer? 

7. Sylvia es buena vendedora. Le gusta saber que necesita la gente y 
ayudarla a encontrar lo que desea. Algunas veces, ella puede ser muy 
persuasiva. Es bilingiie y quisiera tener un trabajo de vendedora donde 
pudiera hablar espanol. Ella esta dispuesta a trabajar mucho y le gustaria 
un trabajo en el que pueda recibir comisi6n grande. LQ\i& podrla hacer? 



8. A Samuel le gusta que lo dej^n solo para hacer alguna tarea. No le 
gusta trabajar con el publico. Mo se puede mover mucho ni caminar porque 
se lastim6 hace tiempo. El era muy bueno en matemdticas cuando estuvo en 
la escuela. LQu& podrla hacer? 
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Activity four; T-Shirts for Sale . Business grows through the development 
and marketing of new products. To give students an understanding of 
marketing and promotion, have the class develop a theme and the graphics of 
a T-Shirt and then create marketing plans to sell the product to their 
classmates. This exercise challenges students to design, promote, and sell 
a product — skills very much needed in business. 

PROCEDURE: 

1. Introduce the idea of T-shirt Day at least a week in advance. On 
T-shirt Day, students are to wear a T-shirt with a message or design that 
they like. T-shirt Day is to set the mood and interest in the exercise. 
Tell the students that this exercise is to provide an introduction to 
business as a career. 

2. At some time before T-shirt Day, the importance of creative ideas for 
the development and marketing of new products should be discussed. 
Examples can be taken from the business page of the newspaper on 
entrepreneurs starting new businesses based on their ideas. 

3. On T-shirt Day, students spend a few minutes looking at each other's 
T-shirts. Students tell others what the real message of their T-shirt is 
and why they like the shirt. 

4. The class is then divided into teams of three or four. Each team is 
given the following assignment: 

a. Design a T-shirt with a message. The messages can be either 
serious or humorous. The important point to remember is that 
the class will vote for the best message and design of a 
T-shirt. 

b. After the message is decided, the team sketches a design using 
paper and colored pens. The students are not expected to be 
graphic artists so just a general idea of the design should be 
sketched • 

c. The team then develops a plan to market the T-shirt. The plan 
should include the selling price of the T-shirt and some ideas 
about why people will want to buy this particular item. The 
consumers can be their classmates. The team writes an ad to 
make people want to buy their T-shirt. 

d. Each t?am presents a drawn model of its T-shirt to the rest of 
the class. The ad is also shown. The team tries to sell 
their product to the class. 

e. Each individual in the class decides which T-shirt he/she will 
buy. The team that "sells" the most shirts is the winner. 
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DISCUSSION: 

!• Was there good team work in developing the ideas? 

2. Did the team with the most T-shirts sold have the best idea or the best 
sales pitch? 

3* What companies do you know about that started with one idea or one 
product? 

ADDITIONAL ACTIVITIES: 

1. Have students figure how* much tney should sell the T-shirts for* They 
can research the cost of the materials they will need and figure labor 
costs. 

2. Have the teams write letters to stores explaining their product and 
soliciting interest. 

3. Have stux at businesses in the yellow pages and in their 
neighborhooUr . s what kir.d of business they would like to own or 
vork in and \i .Li^ the difference between owning or starting a 
business v^^l - Jul someone else. 

Activity f:fve: . w is Busjr - gs Organized In Your School? To understand 
the structure oi an organization, have students complete Business and 
Distribution Jobs in.Ycur Local School System (Handout 53). By using the 
school as a resource, st adents can see the purpose and function of an 
organizational structure in business. Also, jobs in a school district are 
similar to those found business and distribution clusters. 

Note: This exercise is useful for English as a Second Language students 
and may be accompanied by a tour of the school aud/or district office. The 
handout ifiay be done in English or Spanish, but it is a good idea for 
students to become familiar with English job titles. 

Have students complete Handout 5B, Business and Disribution Jobs in Your 
Local School System . ~~ 

DISCUSSION: 

1. What tasks ere performed on each job? 

2. What high school courses would be useful in preparation for the job? 

3. How would the job be different if done outside a school system? 

4. What are some advantages and disadvantages of working in a school 
setting versus a business setting? 
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attendance clerk 
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switchboard (PBX) operator 



BUSINESS AND DISTRIBUTION JOBS 
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TOE DISTRICT OFFICE 



PERSONNEL 
personnel clerk 



sets up and keeps employee records 



insurance specialist 



answers telephones, connects calls sets up and keeps benefit pU records 



COMPUTER SERVICES 



prograflmer 

creates conputer programs 



computer operator 
runs computer programs 
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UFBTERIA cashier 



LIBRARY 



collects money 



supply clerk 
orders supplies 



library clerk 



helps librarian keep records 



delivery truck driver 
delivers supplies 

school bus driver 
drives school bus 

mall carrier 
delivers nail 

salesperson 

sells supplies to school 



payroll technician 
processes payroll 



BUSINESS SERVICES 
accountant 



COPYING 



responsible for office budgets 



account clerk 



assists In keeping budget records 



buyer/purchaslnx ai^ent 
buys supplies 



mall clerk 
sorts mail 



reproduction equipment operator 
runs copy machines 



VARIOUS PROGRAM AREAS 



receptionist 



greets visitors 



s_ecretary 



helps managers with paperwork 



file clerk 



maintains flics and records 
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EL DISTRITO ESCOLAR 



OFICINA 
CENTRAL 



CAFETERIA 



BIBLIOTB-'^ 



Secretarlo 



ay"*^ al director con el papeleo 



encarnado de la aslstencla 
(Dantiene los records de aslstencla 
^e la escuela 

t' ilefonlsttt de coninutador 

ontesta telifonos, conecta Uamadas 

CtJilero 



Ci^^ra dlnero 

encar«ado de los materials 
ordena los materials 

empleadf) de blblloteca 
ayuda al bibliotecarlo/a a 
llevar lo records 

chofer repartldor 

reparte ioaterials 

chofer del caml6n de la escuela 
raaneja el camion de la er :uela 



mensalero de coriesuondencia 
reparte el correo 



PERSONAL 



personal 



prepara y mantlene los 
records de los eopleados 

especlallsta en sef^uros 
prepara y roantiene records de 
plan de benc.ficios 

t^cnlco de rimlna de pag o 
procesa la n6F^.na de pago 



SERVICOS DE NEGOCIO 

contador 

responsable por presupestos de 
oflclna 

empleado de contabll ldad 

ayuda a mantener los records del 

presupesto 



comprador/anente de conpras 
coiDpra naterlales escolares 

empleado de correspon>1encla 
separa la correspendencia 



SERVICIOS DE OOHPUTADORA 

proxramador , 

crea programas j^ra cpmputadora 

operarto de conputjadors 

hace funclonar los *,)rograoias de 

coDputadoras 

COPIAS 

operario de bq^ po de r epr ojdcci6n 
hace funcionar Ib$ Dj^qu='ris copladoras 



DivERSAS nm 



recepcionistft 



recibe « lo.i vlsltaniea 



secretarlo 



ayuda a los admlnistradores con 
el papeleo 



archiyista 



jnatitiene los archlvos y los records 



vendedor 



vende materiales escolares a h 
escuela 
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BUSINESS AND DISTRIWJTION JOBS IN YOUR LOCAL SCHOOL SYSTEM 

Pick the correct Job for each description and write in the blank. Use each job title only once, exce-^t secretary. 
The Jobs are: personnel clerk, secretary (2 Jobs), accountant, mail carrier, supply clerk, prograamer, mail clerk, 
switchboard operator, library clerk, payroll technician, library clerk, attendance clerk, receptionist, account 
clerk, cashier, file clerk, buyer/purchasing agent, insurance specialist, schoc ^a5 driver, reproduction equipment 
operator, delivery truck driver, salesperson, personnel clerk, computer operator. 
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COPYING 



collects money 



processes payroll 



BUSINESS SERVICES 



runs copy oachines 
VARIOUS PROGRAM AREAS 



orders supplies 



responsible for office budgets 



greets visitors 



LIBRARY helps librarian keep records 



assists in keeping budget records 



delivers supplies 



buys supplies 



helps managers with paperwork 



maintains tiles and records 



drives school bus 



sorts mail 



delivers mail 
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sells supplies to school 



(I 



70 



H 
< 

§ OFICINA 
^ CENTRAL 

H 
O 

> 

r 
> 

> 



G 

w 

H 

g CAFTTERU 
W 



BIBLIOTBCA 



NEGOCIOS y DISTRIRIICION DE EMllEOS 
EN Til SISTYM ESCOUR LOCAL 



Tll ESCIJEU 



PERSONAL 



EL DISTRITO ESCOUR 

SERVICIOS DE COMPirTADORA 



5 



ayuda al director con el papeleo prepara y mantiene los 
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cobra dinero 
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reparte el correo 
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Activity six; Pick a Career ir Business/Distributive Occupations . In 
order to summarize the information for their own use, students complete 
Pick a Career in Busi ness/DlstributlYe Occupations (Handout 6B> . 
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HANDOUT 6B: ENGLISH 

PICT A BUSINESS/DISTRIBUTION CAREER 

Directions ; For the purpose of this exercise, choose a job In the business 

and distribution field that you are Interested in. You can select a job in 
offices, sales, banks, and transportation. What job 

interests you? . 

Find out as much as you can about the job you chose. (Source: job 
descriptions in career center, newspaper ads. Interview a person who works 
in a business/distribution job.) 

1. Answer the following questions concerning your choice by checking yes 
or no. 

Yes No 

a. Does tb^ job require typing skills? 

b. Would the job require a great deal of people 

contact? 

c. Could you do the job part-time? 

d. Aie there typically evening shifts in this type 

of work? ^ 

e. Would you be working directly with money? 

f . Would much of your time be spent on the telephone? 

g. Would physical strength be necessary for the job? 

h. Would you possibly be working with computers? 

1. Would you largely be serving the public? 

j. Would the job require math calculations? 

k. Could the work be very rep'^tltive? 

1. Does the job require much careful, detailed work? 

2. Answer these questions about pay and training. 

m. How much training would be required to get the job? 

n. What would your beginning salary be? 

o. What next step could you advance to after an entry- 
level position? 
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3, Why are you Interested in this job? Check the reasons below that apply 
to you and add your own reasons. 

a. I am Interested in working with computers. 

b. I like to handle other people's money. 

c. Keeping detailed records is good skill of mine. 

d. I like to keep physically active on a job. 

e. Talking on the telephone to many different 

people is interesting to me. 

f. I like a job in which I am serving the public. 

g* Carrying out other people's instructions does 

not bother me. 

h. I have great patience in balancing accounts 

and making sure that every penny is accounted 
for. 

i. Selling to people is an enjoyable challenge. 

j* Creating a neatly typed page is a veiry rewarding 

activity. 

k. Nothing could give me more pleasure than balancing 

the accounts of a small business « 

1. I really prefer work that has a minimum of 

responsibilities . 

m. In general the world of business seems very 

exciting and challenging to me. 

n. I would enjoy doing the typing for a boss in 

a busy office. 

o. I can picture myself in an auto showroom selling 

autos to customers. 



Other reasons for job choice: 
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HANDOUT 6B: ENGLISH (Cont.) 

4. Make a summary of your j )b choice. Include salary, training needed, 
work environment, and skills needed. Explain how your personal life plans 
and values fit into this job choice. If possible, interview someone who 
is working in the business/distribution field. Tell the advantages and 
disadvatages of your job choice. 



5. What steps are needed to reach your ideal job in the the 
business/distribution field? These steps might include summer or 
part-time jobs, high school classes, college or other training. Then you 
might have two or three jobs before you learn enough to be promoted to the 
joo you want. On the line below, make a list of the steps you might take 
in the next ten or fifteen years. 



Age 15 20 25 30 
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HANDOUT 6B: SPANISH 

ESGOGE UKa cARRERA DE NEGOCIOS 

Instrucciones : Para poder hacer este ejerciclo, dlgamos que has decldldo 
tener un trabajo en el campo de negoclos y distrlbuci6n. Este campo 
incluye trabajo en oflclnas, en ventas, bancos y transportacl6nc 6Qu6 
trabajo te interesa? • 

1. Contesta las slgulentes pregunas referentes a tu eleccl6n marcando Si o 
No. 

Si Nb 

a. iEste trabajo pide saber escribir a m&quina? 

b. iEste trabajo requlere nwrcho contacto con la gente? 

c. iPodris trabajar medio tiempo? 

d. 6Generalmente se trabaja por la noche en este tipo de 

trabajo? 

e. Por lo general, iestarlas trabajando directamente con 

dinero? 

f • 6Pasarlas mucho tiempo hablando por tel^fono? 

g. 6Serla necesario usar fuerza fisica en el traba 

iEstarlas bSsxcamente trabajando con computadoraB? 

i. iEstarlas sirviendo a mucha gente? 

j. 6E1 trabajo requiere cAlculos matemfiticos? 

k. LEI trabajo podrla consistir en algo que repite 

constantemente? 

1. iEl empleo requiere mucho trabajo cuiJadoso y detallado? 

2. Refi^rete a la descripci6n de trabajo para contestar estas acerca de 
pago y entrenamiento. 

m, 6CuSnto entrenamiento se requiere para el trabajo? 

n. 6CuSl serla el salario para empezar? 

o. 6A cuSl puesto podrlas avanzar despu^s de trabajar al 

nivel de entrada? 
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3. iPor qu6 estds interesado en este trabajo? Marca las razones que 
aparecen aba Jo que se apliquen a ti y a tus razones propias. 

a* Estoy interesado en trabajar con computadoras. 

b. Me gusta mane jar el diner o de otras personas. 

c. Tengo habilidad para llevar records detallados. 

Me gusta estar activo flsicamente en un trabajo. 

e. Me parece interesante hablar por telfefono con diversas personas. 

f • Me gusta un trabajo en que puedo servir al piiblico. 

g» No me moles ta cumplir las instrucciones que otros me den. 

h. Tengo mucha paciencia para hacer el balance de cuentas y asegurarme 

que se ha ccatado todo el dinero. 

i. Disfruto vcndiendo cosas a la gente. 

j* Es satisfactorio para mi poder escribir una hoja de papel a m^quina 

y sin cometer errores. 

k. Nada me da m&s placer que llevar el balance de las cuentas de un 

negocio pequeno. 

Prefiero t dbajar en un empleo que tiene un mlnimo de responsabi- 

lidades. 

ro. En general* el mundo de los negocios me parece muy interesante y 

excitante. 

n. Me gustarla escribir en raSquina para un jefe en una oficina ocupada. 

Puedo imaginarme a mi misrao vendiendo autom6viles en una agencia de 

coches. 

Otras razones por que hiciste em selecci6n ; 
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4. Sumarlza el trabajo que escoglste. Incluye tu salarlo, er^ V'^anamiento 
necesarlo, ambiente de trabajo y habllldades que se necesitan. Expllca 
como se acomodan tus planes y valores de tu vlda personal en el trabajo que 
selecclonaste. Si es posiblei entrevista a algulen que trabaje en el campo 
de negoclos y dlstrlbuclon. Mlra cuales son las ventajas y desventajas del 
trabajo que escoglste. 



5. 6Qu6 pasos necesltas dar para alC'la^ar tu tzabajo ideal en el campo de 
negoclos. Estos pasos pueden Incluir trabajos de verano o de medio tlempo, 
clases de secundaria, de colegio or algiin otro entrenamiento. Asl* tendrSs 
dos o tres trabajos antes de que puedas ascender al trabajo que quieres. 
En la llnea de aba Jo, haz una lista de los pasos que prodrlas toinar en los 
dlez or quince anos que siguen. 



Edad 



15 



20 



25 



30 
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OCClfPATIOND IN BUSINESS AND DISTRIBUTION 
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12. computer operating personnel 103 
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CASHIER 



Typical Tasks: Most cashiers receive money, make change, fill out charge 
forms and give receipts. Tasks vary according to the industry. Some 
cashiers bag groceries, others prepare icemized bills in hotels and 
hospitals. Cashiers operate machines such as cash registers, scanning 
machines, change dispensers, and adding machines. 

Working Conditions: Cashiers work behind counters or in a booth. They 
often stand for long periods of time. Many cashiers work evenings and 
weekends. 

Training and Qiwilifications: No formal training is required. A high 
school diploma is preferred. Useful high school classes include business 
math, bookkeeping, typing and other business classes. Some vocational 
programt^ offer cashier training. Cashiers are also trained on the job. 

Job Outlook: Better than average opportuniti^ir for employment. There is 
also a demand for part-time workers. 

Earnings: Non-union grocery store cashiers earn $3.50 - $6.50/hour. Union 
grocery store cashiers earn $6.86 - $12.48/hour. Department store cashiers 
range in salary from $3.75 to $8.50/hour. 

Advancement: Promotion is limited. Some cashiers in large stores may 
advance to department or store manager. 

Language Skills: Basic English skills are needed. The ability to apes*' 
Spanish is useful in areas with many Spanis -speakers or in stores thp 
specialize in the Hispanic market. 
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CAJERO/CASHIER 



Tareas Tlplcas: La mayor la de los cajeros reciben dinero, dan cambio, 
llenan formas de cobros y dan reclbos. Las tareas varlan de acuerdo con la 
industrla. Algunos cajeros empacan la mercancla, otros preparan cuentas 
detalladas en hoteles y hospl tales. Los cajeros operan mdquinas como cajas 
registradoras electr6nicas y m^quinas sumadoras. 

Condlclones dc Trabajo: Los cajeros/as trabajan detris de un mostrador o 
en una casflla. A menudo permanecen de pie durante largos perlodos de 
tiempo. Muchos cajeros trabajan en las noches y en Ics fines de semana« 

Er*>renfimiento y Calif icaciones: No se necesita un entrenamiento formal. 
Se »r<^fiere un diploma de secundaria (high school). Entre las clases de 
sc* ^ kiria que son utiles, se incluyen matem^ticas comerciales, tenedurla 
de iibros, escrlblr a m^qulna y otras clases de comercio. Algunos 
progrimas vocacionales ofrecen entrenamiento para cajeros. Pero tambiln 
pueden ser entrenados en el trabajo. 

i^rspectlvas de Trabajo: Hay mis oportunldades de erapleo que el promedlo en 
:.cros empleos. Tambiln har demanda de empleados de medio tiempo. 

Salarlos: Los cajeros que no est&n sindlcalizados ganan de $3.50 a $6.50 
la hf>v3. Los que estin sindicaiizados, ganan de $6.86 a $12.48 la hora. 
Quienes trabajan en tiendas grandes vr^ciben dt:; $3.75 a $8.50 la hora. 

AtiScensos: El ascenso es limitado. Algunos cajeros en tiendas grandes, 
podrlan avanzar a gerente de departamentc o de la tienda* 

Lenguaje: Ingles bisico ev^ i.:ecesario. El hablar espanol es utll en las 
dreas que tlenen mucha gente de habla hispana o en tiendas que se 
especialiizan en mercado hispano. 
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CLERK 



Typical Tasks: The tasks of clerks vary according to the industry and 
division in which they are employed. Some examples of clerk jobs in 
industry are as follows: 

Shipping and receiving clerk: verifies and keeps records on 
incoming and outgoing shipments and prepares items for shipment. 
Tha clerk may count, weigh, or measure items of incoming and 
outgoing shipments to verify against invoices and other records. 
May perform ouly shipping or receiving activities. 

File clerk: files correspondence, cards, invoices, receipts, and 
other records in alphabetical or numerical ord^r according to 
subject matter. 

GeneTul clerk: writes or types bills or statements, sorts and 
files records, addresses enveloped, answers phone, giv^s 
messages, rur. errands, copies documents. 

Working CoivditionB: Work is u**ually in an office environment. 

Training and Qualifications: R&ployers prefer high school graduates who 
can type 45 words a minute. B^sic skills in reading, spelling, grammar, 
and arithmetic are needed. ' a? Mt? co type and do neat, accurate paper 
work is required for nearly tcrvy level positions. Some knowledge 

of office practices is heipfui. 

Job Otttlook: Opportunities for clerks are expected to grow more rapidly 
than all occupations for th^ 1980* 

1-arnlDgs: Salaries will vary according to a worker's actual position. An 
average income for a clerk is around $9,000 yearly with an experienced 
clerk earning up to $14,000. 

Advancement', With additional training and experience, clerks can move up 
the clerical field to secretr\rial and administrative assistant positions. 

Language Skills: Good English skills are required. Bilingual skills are 
useful for clerks in businesses m institutions serving Spanish-speaking 
clients. 
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DEPENDIENTE 0 EMPLEADO/CLERK (General) 



Tareas Tlpicas: Las tareas varlan con la Indus tr la y la divisi6n en la que 
est^n empleados. Aqul tenemoj algunos ejemplos de trabajos en la Industrla: 

Dependlente de Reclblmlento y Embarque de Mercti? clas: Verifica y 
conserva los records de entrada y sallda de embarques, y prepara 
lo que vaya a embarcarse. El empleado podrla contar, pesar o 
medlr mercancla de los embarques que salen y entran, y verlficar 
la documentacl6n referente a ellos. Podrla solamente embarcar o 
reciblr embarques* 

Empleado del Archivo* r chiva corresponnencia. tarjetas, 
facturas, reclbos y otr;' .ecords, en or den alfabStlco o numSrlco 
y de acuerdo con el asunto que trate. 

Empleado General: Escribe a mano o en m£qulna reclbos o pequenos 
documentos, sortea y archlva, pone direcciones en sobres, contesta 
el telSfono, pasa los mensajes, hace algunos mandados, copia 
documentos. 

Condiciones de Trabajo: El trabajo generalmeute se hace en oficinas. 

Entrenamiento y Calif icaciones: Los patrones prefieren graduados de 
secundaria (**igh school). Se necesita tener conocimientos b&slcos e:* 
lectura, ortografla, gramdtica y aritm^tica. Se pide que el solicitante 
pueda escribir en m^quina, y pueda hac:?r su trabajo escrito con limpi .^a. 
Ayuda el conocer algunas prdcticas de oficina. 

Perspectivas de Trabajo: Se espera que las oportunidade^' de trabajo para 
este tipo de empleo crezca m£s rdpidamente que todas las ocupaciones en los 
aiios de 1980. 

Salarios: Varlan de acuerdo con el puesto presente del empleado. El 
promedio anual es de alrededor de $9,000 anuales, pero un empleado con 
expeiiencia gana hasta $14,000. 

Ascensos: Con entrenamiento adicional y experiencia, los empleados dc este 
tipo pueden ascender de tiabajos de oficinista a secretario/a y puestos de 
asistente administrativo. 

Lenguaje: Buen ingl6s oral y escrito es necesario. Ser bilingue puede ser 
util en negocios con clientes de habla hispana. 
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RECEPTIONIST 



Typical Tasks: Receptionists greet customers and other visitors, determine 
their needs, and refer callers to the person who can help them. Day to day 
duties viiry depending on where they work. Generally In Industry, they 
provide callers with Identification cards and contact the person the caller 
desires to see. Some receptionists open and sort mall, operate a 
switchboard, collect and distribute messages, and do simple bookkeeping. 

Working Conditions: Because receptionists greet customers and visitors, 
they usually work in areas that are carefully designed and furnished to 
make a good Impression. Working conditions usually are pleasant; offices 
are clean, well lighted and relatively quiet. 

Training and Qualifications: Usually a high school diploma is required. 
Personal characteristics are very Important. A person should have a neat 
appearance and a pleasant manner. Since receptionists do not work under 
close supervision, they should be able to use common sense to handle 
various situations that arise. 

Job Outlook: Employment is expected to grow faster than the average of all 
occupations through the 1980's. Tliousands of openings will occur each year 
as businesses expand and experienced receptionists leave for other 
positions. 

Earnings: Earnings can vary from $850 to $1,200 a month. Experienced 
receptionist::! earn up to $1,400 a month. 

Advancement: With experience and additional training, receptionists can 
move up to other clerical jobs such *^.s secretary. 

Language Skills: Goud English communication skills are needed. Bilingual 
skills are usef t in serv- g the Spanish-speaking public. 
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RECEPCIONISTA/RECRPTIONIST 

Tareas Tlplcas: Lcs/as recepclonlstas reciben a los clientes y a otros 
visitantes^ conocen su necesidad y les indican a donde dirigirse. Las 
tareas varlan de dla en dia segun donde trabajen. En la industria, los 
recepclonlstas dan tarjetas de identiflcaci6n a los visltantes y se pcnen 
en contacto con la persona a quien el vlsitante desea ver. Algunos 
recepclonlstas abren y sortsan la correspondencla, mane Jan un conmutador, 
colectan y dlstribuy^n meii2i\ies y llevan records senclllos, 

Condiclones de Trabajo: Como los recepclonlstas reciben a los clientes y a 
los visltantes, trabajan usualmente en dreas que estdn dlsenadas v 
amuebladas cuidadosaraente para dar una buena impresion. Las condiclones Ic 
trabajo son gev :ralmente agradables; las oficlnas estdn limpias, bien 
ventiladas y relativamente quietas. 

Entrenamlento y Calif Icaclones: For lo general se requiere un diploma de 
secundaria (high school). Las caracterfsticas personalis sc. muy 
importantes: una apariencia limpia y correcta^, una voz agradable y una 
disposici6n amable. En vista de que los recepclonlstas no trab£;jan bajO 
supervlsi6n constante, ellos deberan tener sentido comun para mane jar 
situaclones dlferentes. 

Perspectivas de Trabajo: Se ecpera que el empieo para recepclonlstas 
aumente rods rdpidaraente .Jue el promedio de todas las ocupf^ciones durante 
los anos C.j 1980. Habra miles de vacantes cada ano a medida que los 
negoclos aument&n y cuando otros recepclonlstas dejen sus trabajos por 
otros. 

Salarios: Pueden variar de $850 a $1,200 al mes. Recepclonlstas con 
experiencia puedr^i: ganar $1,400 al me:;. 

Ascensos: Con expariencia y entrrnamiento adicional, los recepclonlstas 
pueden cambiarse a otros tral-'?J^s de oficina como el de secretaria/o. 

Lenguaje: Buen lng]6s oral y escrito es necesario. Ser billngue puede ser 
util en negocios con clientes de habla hispana. 
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TRUCK DRIVER (Long distance and Local) 



Typical Tasks: Long-distance drivers spend most of their time driving and 
may travel thousands of miles on a job. Some drivers may load and unload 
their trucks, but usually other employees do this work. Local drivers 
usually unload their own cargo when making deliveries. Equipment and cargo 
determine many of a driver's duties. For instance, armored truck drivers 
must guard their cargo , livestock truckers must care for animals, and 
peristiable cargos need checking for spoilage. 

Working Conditions: Long-distance truck drivers usually work nearly the 
maximum number of hours allowed by federal regulation. For example, a 
driver cannot be on duty fo\ wore than 60 hours in any 7-day period and 
cannot drive more than 10 hours without being off duty at least 8 hours. 
Trips will keep drivers away from home several days at a time. Cabs are 
generally comfortable; howevir the vibration, noise, and nervous tension 
caa be tiring. Local drivers have more regular hours. They are faced with 
stop-and-go traffic and are more likely to load and unload cargo. 

Training and Qualifications: Most truck drivers start either as helpers in 
warehouses and docks, loading and unloading trucks, or by driving small 
trucks. No apprenticeship programs for truck drivers exist. A few 
technical- vocational schools offer truck driving courses. Local truck 
drivers are usually trained informally by an experienced truck driver. 

Job Outlook: Although this occupation is found in almost all indu ries, 
major employment is concentrated in transportation services, agricultural 
production, and the construction industries. Thus the demand for drivers 
is dependent on the overall economy. Currently, there is a limiter' demand 
for qualified drivers. Since there is low job turnover, competition is 
keen for inexperienced drivers. 

Earnings: Entry-level wages, non-union, are $7.00 to $8.00/hour and union 
wages are $8,66 - $9.50/hour. Experienced drivers, non-union, earn $8.00 - 
$12.00/hour while union drivers earn $10.50 - $12.85/hour. 

Advancement: Promotional opportunities for truck drivers are somewhat 
limited. Some advancement possibilities might include driver trainer, 
supervisor, warehouse manager, operations manager, technical -manager. More 
common is to change from one company to another for T.igher pay and 
different driving experiences. Some clivers buy trucks and set-up their 
own business or become owner-opera tors ^ 

Language Skills: Good English language skills are needed. Limited use jf 
bilingual skills. 
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CHOFER DE CAMION DE CARGA/TRUCK DRIVER-LONG DISTANCE & LOCAL 



Tareas Tlpicas: Los choferes de larga dlstancla pasan la mayor parte de su 
t.iempo manejando y podrlan via jar miles de millas duraj-te un trabajo. 
Algunos choferes podr^'^'^t^ car gar y descargar sud camlonest aunque usualmente 
otros empleados hacen este trabajo« Los choferes locales generalmente 
descargan su propia carga cuando hacen entregos. El eqi:.:.po y la carga 
determina mvzhos de los deberes de un chofer. For ejemplo, los choferes de 
los carros blindados deben proteger su carga i qulenes transportan ganado 
deben cuidarj.o, y las cargas que se puedan ecb^ perder necesitan ser 
inspeccionadas • 

Condiciones de Trabajo: Los choferes de larga distancia trabajan casi el 
mdximo numero de horas permitii^a por las regulaciones federales. For 
ejemploy un chofer no puede estar aervicio m4s de 60 horas en un perlodo 
de 7 dlasy y no debe mane jar mks de 10 horas seguidas sin haber descansado 
8 horas por lo menos. Los viajes pueden durar varios dlas. Los asic^ntos 
de los choferes son gei^eralmente c6modos; sin embargo, las vibracioneSf el 
ruido y la tensi6n nei'-^'osa, pueden ser cans'^dos. Tienen que estar muy 
pendientes de los cambios trafico y casi siempre tienen que cargar y 
descargar la carga. 

Entrenamlento y Calif icaciones: La mayor parte de los choferes de cami6n 
de carga empiezan ayudando en bodegas y muelles de desembarco cargando y 
descargando camiones o manejando ceuniones pequenos. No existe ningiin 
programa para aprender a ser chofer de camiones. Hay unos cuantos cursos 
t^cnico vocacionales para esta clase de choferes. Genoralmente, los 
choferes de cami6n de carga son entrenados informalmente per otro chofer 
experimentado. 

Perspectivas C-"- '^'^h.yio: Este tipo de trabajo se encuentra en casi todas 
las industrias^/ ito la mayorla de los empleos se concentran en servicios 
de transporter pioJuccidn agrlcola y construcci6n. La demanda de choferes 
depende de la econooila. For el momento, existe muy poca demanda de 
choferes calif icados. Pocos choferes dejan sus trabajos asi que hay mucha 
compe^encia para chofeies sin experiencia. 

Salarios: El salario para entrar (no sindicalizados) es de $7.00 a $8.80 
por hora; el salario de los sindicalizados es de $8^00 a $9.50 la hora. 
Choferes con experiencia (no sindicalizados) reciben $8.00 a $12.00 la 
hora; los sindicalizados reciben $10.50 a $12.85 la hora. 

Ascensos: Las oportunidades son mas bien limitadas. Algunos ascensos 
podrlan incluir: entrenador de choferes, supervisor o administrador de 
bodega. Lo m&s comiin es cambiar de una compania a otra para obtener mayor 
sueldo y diferentes experiencias relativas al trabajo. Algunos choferes 
compran camiones y establecen su propio negocio. 

Lenguaje: El ingles ^dsico es necesario, y el uso del espanol es limitado. 
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TELEPHONE OPERATOR 



Typical Tasks: Tasks of operators vary depending on place of employment. 
Telephone company switchboard opera^^ors help customers place calls which 
cannot be dialed directly. Directory-assistance operators in telephone 
companies provide information on hard-to-find telephone numbers and 
addresses. PBX operators run switchboards in establishments other than 
telephone companies. They receive and route incoming calls, provide 
information to callers, take messages, operate paying systems, and may do 
some routine clerical tasks. Other types of operators include police 
district switchboard operators, communication-center operators as in 
airports, and telephone answer ing-service operators. 

Working Conditiomi: In telephone companies, hotels, hospitals and other 
places where telephone service If needed on a 24-hour basis, operators work 
on shifts, on holidays, and or weekends. PBX operators generally work the 
same hours as clerical workers. The job of a telephone operator requires 
little physical exertion. In telephone companies, operators may be closely 
supervised. 

Training and Qualifications: Some employers require a high schor . diploma. 
Most operators receive on-the-job training. Operators should like to serve 
the public and not mind sitting for long periods of time. In addition, to 
a clear, pleasing voice, operators should have good reading, spelling, and 
arithmetic ability. 

Job Outlook: Growth of telephone and PBX operator jobs will be slower than 
average through the 1980*3. Most openings will occur because of the need 
to replace experienced operators who leave. 

Earnings: Earnings vary with company and location. Starting wages for 
telephone company operators are $800-$840/monuh; experienced workers earn 
$1,350-$1, 400 /month. PRX operators begin at $750-$l, 100 /month; experienced 
operators can earn up to $l,600/month. 

Advancement: Telephone company operators may be promoted to junior service 
assistant, service observer, or supervisory positions. PBX operators may 
move to more responsible clerical positions although small businesses have 
limited advancement opportunities. 

Language Skills: Good English communication skills are needed. The 
telephone company provides a pay differential for bilingual operators who 
are able to help Spanish-speaking callers. 



FIVE VOCATIONAL AREAS: BUSINESS 



CPERADOR DE TELEFONO (^elefonlstaii)/TELEPHONfi OPERATOR 



Tareas Tip leas: Las tareas varlan segiln donde se vxabaje. Los 
operadores/as de los computadores de companlas de te].6fono, ayudan a sus 
cllentes a hacer llama das telef6nlcas que no se pueden marcar dlrectamente. 
Los operadores las companla teler ilcas dan lnforiiiacl6n de numeros de 
telefono y tiireclones diflciles de r ^coatrar. Los operadores de PBX operan 
conmutadores en otros establecln-^^ r.os. Rc:Clben y conectan llamadas que 
entran* proporclonan lnformacl6n p es Hainan * toman mensajes, mane Jan 

los pagos y podrlan hacer algun^^^ cai^^as rutlnarlas de oflclna. Hay otros 
tlpos de operadores como los de comnutador de la pollcla, de centros de 
comunicacl6n como en los aereopuertos y de servlclos de contestaci6n. 

Condlclones de Trabajo: En las companlas de tel6fono, ho teles, hospi tales 
y otros lugares donde se nece&ica el servicio 24 horas del dla, los 
operadores trabajan turnos dlferentes, dlas de fiesta y fines de semana. 
Los operadores de PBX trabajan generalmente las mlsmas horas que los 
empleados de oflclna. El trabajo de operador de telefono no exige mucha 
actlvldad flslca. Los operadores de las companlas de tel6fonos podrlan ser 
super visados constantemente. 

Entrenamlento y Calif Icaclones: Algunos patrones piden un diploma de 
secundaria. La mayorla de los operadores reciben entrenamlento en el 
trabajo. A ellos les debe gustar servlr al publico, y no debe Importarles 
sentarse durante largos perlodos de tlempo. Ademas, los operadores deben 
tener una voz clara y agradable, leer blen, Jeletrear y ser h&blles en 
matem&tlcas. 

Perspectlvas de Trabajo: El aumento de empleos para operadores de telefono 
y PBX ser4 w&s lento c^nrante los anos de 1980. Habra vacantes para cubrlr 
las plazas de operado' 3 experlmer '.os qne se van. 

Salaries: Estos vari*:". l,oj la comparii;.- y la localldad. Los salarlos para 
empezar en las compaii 'ap de tcl6fonos son de $800 a '$8AC al mes; los 
trabajadores con expeilencla ganan $1,350 a $1,400 mensuales. Los 
operadores de PBX emplezan de $1,600 por mes. 

Ascensos: Los operadores de las companlas de tel^fonos pueden ascender a 
ayudante de servicio, observador de servicio o a puestos de supervlsl6p, 
Los operadores de PBX pueden avanzar a puestos de oflclna de mAs 
responsabllldad; sin embargo, los negoclos pequenos tlenen un numero 
reducldo de oportunldades. 

Lenguaje: Buen Ingl&s oral es necer.ario, Li ::orapanla de tel6fonos paga 
m4s a los operadores que pueden hablar espanol y ayudar a los cllentes de 
habla hlspana. 
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POSTAL CLERK 



Typical Tasks: Most postal clerks work as distribution clerks who operate 
alect.romechanical machines to sort incoming and outgoing mall. The clerk 
'•ear'T the address of each piece of mail and pushes the proper combination 
'K keys for sorting the mail into pro^ver bins. Window clerks sell stamps, 
c rds, envelopes, and money orders. In addition, window clerks -^egister 
letters, fill out forms, collect fees, and Interpret postal regulations to 
the public. 

Working Conditions: Distribution clerks may work with a hand truck to move 
mail sacks or the mall may be moved by conveyors . The work may become 
routine • Some of their work may be at night or the weekends. A window 
clerk has a greater variety of duties In dealing directly with the public. 
Postal clerks may be required to do a great deal of standing, stooping, 
bending, stretching, reaching, and lifting. 

Training and Qualifications: There Is no specific training required for 
any of the mail handling jobs In the post office. Special training Is 
given on the Job. All prospective employees must pass the civil service 
written examination given for the job they seek. The exam measures speed 
and accuracy at checking names and numhers and ability to memorize mail 
distribution systems. Also a physical examination must be passed. The 
announce:nent of when the ex^ins will be given can be found at p'^st offices 
and the Employment Development Department (E.D.D.) Most cierks begin as 
part-time employees and becon:e full-time wct^'ers in order of seniority as 
vacancies occur. 

Job Outlook: Employment of postal clerks i^) expected to decline through 
the 1980' s as more efficient automated .-;oTr^ng machine^ are Installed and 
electronic rna^'l becomes m« r'? common. ffj,: 'cb open*?.: will be for 
replacement of workers or In areas of rapid .w 'r^ 

Earnings: Postal clerks range from $9.11 to $}i-i2/hour. 

Advancement: Full-time clerks may bid for preferred assignments such as 
the day shif a window job, or a higher level non-supervisory position. 
Clerks may advance to supervisory positions. 

Language Skills: Good English communication skills are needed. Bilinj^oial 
postal clerks may be preferred for jobs in ^?reas with many Spanish-speaking 
clients. 
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EMPLEADO DE CORREO/POSxnu CLERK 



Tareaa Tlplcas: La mayorla de los empleudos de correo t:ue trabajan como 
operarlos de dlstrlbuci6a9 operan m&qulnas electromec4nlcas para 

sortear la correspondencia que entra y sale. El empleado lee la direccion 
en c€iia pleza de la correspondencia y xnaneja la combi:iacl6n de teclas 
adecuadas para sortear esta correspondencia en los cajones a que 
pertenezcan, Los empleados de ventanilla venJen timbres (estamplllas) de 
correo, tarjetas, sobres y glros postales. AdemSs, los empleados de 
ventanilla reglstran y certifican cartas, llenan formas, cobran dinero e 
inter pretan reglamentos postales para el publico. 

Condlclones de Trabajo: Los empleados de distribuci6n podrlan trabajar con 
una carreta de mano para mover sacos con correspondencia, o 6sta puede ser 
movilizada autom4ticmente. El trabajo podrla ser rutinario. Parte ^^e 
trabajo podrla hacerse por las noches o en los fines de semana« 
empleado de ventanilla tiene gran variedad de tareas al tratar directam.. . 
con el publico. Los empleados postales pudieran permanecer de pis durante 
mucho tlempo, estirarse, agacharse, pararse de punLillas y cargar cosas. 

E^trenanil ento y Calif icaciones: No se requiere un entrenamiento especlfico 
para ninguno de los trabajos para manajar correspondencia en las oficinas 
postales. El entrenamiento especial se ofrece en el trabajo. Todos los 
cauididatos para estos trabajos deben pasar el exeunen escrito del servicio 
civil para el trabajo que vayan a solicitar* El examen mide la velocidad y 
precisi6n al checar nombres y niimero^ y la habilidad para memorizar 
sistemas de distribuci6n de corresponde.cla. Tambi^n se necesita pasat un 
examen flsico. Las oficinas de ccrreo y la oficina de empleo del estado 
anuncian las fechas de los exL^ienea. Casi todos los empleados empiezan a 
trabajar medio tlempo y llegan^^ a 3er de tlempo completo conforme a las 
vdcantes que se abran y a su antiguedad. 

Perspectlvae; de Trabajo: Se espera que Ics empleos en el correo decllnen 
durante los anos de 1980 por la instalaci6n de m^culnas sorteadoras mAs 
eficientes y el correo electr6nico que se est& populairi5;ando. La mayorla 
de las vacantes serSn para reemplazar a trabajaiores en Areas de 
crecimlento rdpido. 

Salarios: Los empleados de correo ganan encre $9.00 y $11.00 la hora. 

Ascensos: Los empleados de tlempo completo pueden solicitar otras plazas 
como trabajar en el turno del dla, en ventanilla o despachador. Los 
empleados podrlan &vanzar a puestos de supervisi6n. 

Lenguaje: Bucn inglAs oral y escrito es necesario. Se necesiten empleados 
bilingues, sobre todo en Areas con muchos clientes de habla hispanSr 
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BANK CLERK 



Typical Tasks: Bank clerks handle routine paperwork for the bank. In a 
small bank, a clerk may do several jobs; in a large bank, each clerk 
usually specializes in one job. Tasks include sorr.ing documents, checking 
deposit slips, bookkeeping, processing financial statements, and recording 
interest • 

Working Conditions: Bank clerks usually work 36 hours a week during 
regular business hours. They do routine tasks for extended periods of time 
and rarely deal with the public. 

Training and Qualifications: High school graduates are preferred. High 
school courses in bookkeeping, typing, business math, and office operations 
are helpful. Banks usually train clerks for specific jobs. 

Job Outlook; Better than average opportunities for employment. Part-time 
employment is also available. 

Earnings: Beginning clerks '-^ oetween $4.25 to $5.50/hour. 

Advanceuient: Additional education is necessary for advancement. The 
American Institute of Banking offers courses to ail those in the banking 
field. College curses are also helpful- 

Language Skills: Basic English skills are required. Since there is little 
public contact, bilingual skills are of limited l .e in this job. 
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EMPLEADO DE BANCO/BANK CLERK 



Tareas Tlplcas: Los eapleados de banco manejan el papeleo rutinario del 
banco. En un banco pequeno el empleado podrla hacer varlos trabajos; en un 
banco grande, cada emp3.eado tiene una especlalldad. Las tareas Incluyen 
clasificacl6n de documentos financieros y registro de intereses. 

Condlciones de Trabajo: Los empleados de banco generalmente trabajan 36 
horas por semana durante las horas laborables regulares. Ellcs tlenen 
tareas rutinarias por extensos perlodos de tiempo y rara vez tienen que 
trocar con el publico. 

Entrenamlento y Calif Icaclones: Se prefleren graduados de secundaria (high 
school). Los siguientes cursos de secundaria son litiles: teneduria de 
librosi escribir a m&quina, matem^ticas comerciales y maaejo de oficina. 
Generalmente los bancos entrenan empleados para trabajos especlficos. 

Perspectivas de Trabajo: Las oportunidades de empTeo son mejores que el 
promedio para otros empleos. Los trabajos de medio tlempo tambi&n se 
pueden obtener. 

Salarios: Los empleados principiantes ganaban entre $130 y $160 a la 
semana er. 1980. 

iiscensos: Es necesario teier educacidn adicional para obtener un asceaso. 
El Insti;:i to Americano de Banqueros ofrece cursos a todos los que trabajan 
en el campo bancaric. Cursos de colegio son (itiles tambiSn* 

Lenguaje: InglSs bdsico es necesario. Como hay tan poco contacto con el 
publico, la habilidad bilingue tiene uso muy limitado. 
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ACCOUNTANT AND AUDITOR 



Typical Tasks: Accountants and auditors prepare and analyze financial 
Information reports for managers who make Important decisions^ Three major 
fields are public, management, and government accounting. Accountants 
often specialize on one phase such as In auditing , taxation or budgeting. 
Many work for the Federal Government as Internal Revenue Agents while 
others become consultants and accounting teachers. 

Working Conditions: Most work in offices and have structured work 
schedules while accounting teachers have flexible time . Self-employed 
accountants often set up offices at home. Tax consultants work long hours 
during the tax season. 

Training and Qualifications: Training is available at colleges, 
universities, business and accounting schools, and corresponden'te schools. 
Most public accounting and business firms require applicants to at least 
have a bachelor's degree in accounting or a closely related field. 

Job Outlook: There is Increasing pressure on business and government 
agencies to improve fiscal accounting procedures. Therefore, employment is 
expected to grow faster than the average for all occupations. 

Earnings: Beginning accountant and auditor's salary range from $16,000 to 
$18,000 a year. 

Advancement: Promotion is unlimited; some advance to chief fiscal officers 
who can earn up to $150,000 a year. 

Language Skills: Good English skills are required. California is first in 
the number of Hispanic owned businesses, with most in Los Angeles County, 
Orange County, and Santa Clara County. Therefore, bilingual accountants 
have an advantage serving these businesses. 
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CONTADOR Y AUDITOR/ACCOUNTANT AND AUDITOR 



Tareas Tlplcas: Los contadores y los audi tores preparan y analizan 
informaci6n financiera para admlnlstradores qu<» hacen decisiones 
importantes. Los tres campos m£s importantes son: contabilldad piSbllca, 
administrativa y del gobierno. A menudo se especializan en una fase tal 
como auditorla, impuestos o presupuestoso Muchos trabajan para el Gobierno 
Federal como Agentes de Ingreeos del Erario, mientras que otros se hacen 
consultores y profesores de contabilldad. 

Condiclones de Trabajo: La mayorla trabaja en oficinas 7 tiene horarios 
estructurados de trabajo, mientras que los profesores de contabilldad 
tienen tierapo flexible. Los contadores que trabajan para ellos mismos, con 
frecuencia tienen oficinas en su casa. Los consultantes de impuestos 
trabajan muchas horas durante la temporada de impuestos. 

Entrenaffliento y Calif icaciones: Existe entrenamiento en los colegios, 
univ3rsidades, escuelas de comercio y contabilldad y escuelas de 
correspondencla. La mayorla de las firmas de contabilldad y comercio 
requieren que sus solicitantes tengan por lo menos un bachillerato en 
contabilldad o en un campo relacionado. 

Perspectivas de Trabajo: En vista de la creciente presi6n en los negocios 
y en las agendas gubernamentales para mejorar los procedimientos fisciales 
de contabilldad, se espera que los empleos aumenten con mSs rapidez que el 
promedio en otras ocupaciones* 

Salaries: El salario para un contador principiante va de $12,800 a 
$17,400. 

Ascensos: Los ascensos son limitados; algunos avanzan a jefe de oficialfa 
fiscal que pueden ganar hasta $50,000 al ano. 

Lenguaje: El inglis bueno es necesario. El Estado de California es el que 
tiene mAs negocios con propietarios hispanos. Casi todos los negocios se 
encuentran en Ic:^ condados de Los Anseles, Orange y Santa Clara. El 
espanol es dtil si los duenos del negoclo son de habla hispana. 
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BOOKKEEPER AND ACCOUNTING CLERK 



Typical Tasks: Bookkeepers and accounting clerks maintain up-to-date 
records of accounts and business transactions. They also prepare financial 
statements in Journals and ledgers • They use calculating, check-vnriting 
and bookkeeping machines. 

Working Conditions: Most generally work during the day in offices. They 
sit for long periods doing detailed numerical work. 

Training and Qualifications: High school graduates who have raken business 
arithmetic, bookkeeping, and principles of accounting meet the minimum 
requirements. Training is widely available and is taught in high schools, 
community and junior colleges, business schools and colleges. 

Job Outlook: Jobs will be numerous for accounting clerks ^ Employment is 
expected to grow about as fast as the average for all occupations. The 
need for bookkeepers will not increase fast because of the increasing use 
of computers. 

Earnings: Beginning accounting clerks average $9,571 per year while senior 
levels average $16,886 per year. 

Advancement: Some bookkeepers are promoted to supervisory jobs. 
Accounting clerks are able to move up the career ladder. 

Language skills: Basic English skills are required. 
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TENEDOR DE LIBROS Y EMPLEADO DE CONTABILIDAD/ 
BOOKKEEPER AND ACCOUNTING CLERK 



TaraftS Tlplcas: Los tenedores de llbros y empleados de contabllldad 
mantlenen al dla los records de transacciones de cuentas y negoclos. 
TamblSn preparan estados de cuenta en diarios y libros de cuentas. Ellos 
usan m&qulnas calculadoras, m&quinas de escrlblr cheques y computadoras, 

Condiciones da Trabajo: En su mayorla, trabajau en oflclnas durante el 
dla. Permanecen sentados durante muchas horas trabaja;yIo detalladamente 
con numeros. 

Entrenaml ento y Calif Icadones: Los estudlantes de la escuela secundaria 
(high school), que han tornado arltmStlca, tenedurla de llbros y princlplos 
de contabllldad , tlenen lo requlsltos mlnlmos • Exlste un ampllo 
entrenamiento que se proporclona en escuelas secundarlas (high school), 
coleglos de la comunldad, escuelas comerclales y unlversldades. 

Parapactlvas de Trabajo: Los trabajos para empleados de contabllldad serdn 
numerosos. Se espera que estos emploos crecerSn casl tan r4pldamente como 
el promedlo de todas las ocupaclones. 

Salarlos: Los empleados de contabilidad principiantes ganan un promedlo de 
$9,571 mlentras que a niveles mks altos ganan unos $16,886 anuales. Los 
tenedores de libros principiantes ganaban unos $8,951 en 1981. 

Ascensos: Algunos tenedores de libros son ascendidos a empleos de 
supervlsores. Los empleados de contabilidad pueden sublr de categorla en 
su empleo. . 

Lenguaje: El inglSs bueno es necesario. 
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WHOLESALE TRADE SALES WORKER 



Typical Tasks: These salesworkers represent wholesalers who distribute 
goods to stores. They sell food to grocery stores, cosmetics to 
drugstores, construction material to hardware stores. They visit their 
customers with samples and lists of their merchandise . Wholesale sales 
workers keep records of sales, forward orders to their wholesale houses, 
prepare reports and expense accounts, and plan work schedules. They also 
draw up lists of prospective customers and make appointments. 

Working Conditions: Salesworkers visit customers during business hours, 
but they may travel away from home. THiey may carry heavy catalogs and 
sample cases and be on their feet for long periods. 

Training and Qualifications: Training varies according to the product and 
the market. It may be necessary to have a college degree in a science area 
to sell drugs, and to have a familiarity with plumbing to sell pliuubing 
supplies. Employers do not usually hire high school graduates for sales 
jobs, but they may work their way up from the stockroom or shipping 
department or they may get experience elsewhere. 

Job Outlook: Employment is expected to grow as fast as the average for all 
occupations. 

Earnings: Most salesworkers' pay depends upon commission . The more 
successful they are the more they are paid. The beginning worker will earn 
just enough to cover expenses. The experienced worker can earn over 
$30,000 a year. 

Advancemenl. Experienced sales workers with leadership and sales ability 
may advance to supervisor, sales manager, or other executive positions. 

Language Skills: Good English skills are needed. Knowledge of Spanish 
could be useful working with companies selling to Puerto Rico, Latin 
American countries, or Spain. 
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VENDEDOR DE VENTAS AL MAYOREO/WIOLESALE TRADE WORKER 



Tareas Tlpicas: Estos vendedores son representantes de vendedores al 
mayoreo que distfibuyen mercancla a las tiendas, Venden alimentos a las 
tiendas de comestibles (abarrotes), cosm6ticos a las droguerlas, maceriales 
de construcci6n a las ferreterlas. Visitan a sus clientes con muestras y 
listas de cu mercancia. Los trabajadores de ventas al mayoreo mantienen 
los registros de ventas, depachan 6rdenes para sus tiendas venta al 

mayoreo, preparan reportes y cuentas de gastos y planean el trabajo. 
TambiSn preparan listas de posibles compradores y hacen citas* 

Condlciones de Trabajo: Los trabajadores de ventas visitan a su clientes 
durante las horas de trabajo, pero ellos podrlan via jar lejos de sus 
hogares. Es posible que tengan que cargar catalagos y cajas pesadas y 
permanecer de pie durante largas horas. 

Entrenamiento y Calif icaciones: El entrenamiento varla de acuerdo con el 
producto y con el mercado. Pudiera ser necesario estar graduado del 
colegio con una especialidad en ciencia, para vender drogas, y estar 
familiar izado con ploraerla para vender materia? ^•s de plomerla. Por lo 
general y los patrones no emplean personas que solo se han graduado de la 
escuela secundaria (high school), pero se podrla llegar a vendedor si se 
empieza a trabajar en el aluiac6n o en el departamento de embarque, o si se 
pudiera obtener experiencia en algiin otro lugar. 

Perspectivas de Trabajo; Este tipo de empleo aumentard tan rdpidamente 
como el promedio para todas las ocupaciones. 

Salarios: La mayor parte del pago para los vendedores depende de 
comisiones. Mientras m£s 6xito tengan serdn mejor pagados. En 1980 el 
promedio de pago era entre $23,000 y $30,000 al ano. 

Ascensos: Los vendedores experimentados que tienen habilidad de mando y de 
ventas podrlan avanzar a supervisor, administrador de ventas o alguna otra 
posicion directiva. 

Lenguaje: Ingl6s bueno oral y escrito es necesario. El conocimiento del 
espanol puede ser util si se trabaja con compafiias que venden a Puerto 
Rico, a palses Latino-americanos o a Espana. 
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COLLECTION WORKER 



Typical Tasks: A collector's job is to persuade people to pay their unpaid 
bills. The collector reviews the debtor s file, makes contact by phone or 
mail, and tries to get the debtor to pay or make new arrangements for 
payment. Depending on the organization, they may also try to locate people 
who have moved without paying their bills, advise customers with financial 
problems, and repossess large items like cars and furniture. 

Working Conditions: Collectors usually work in an office AO hours a week, 
but tbey may have flexible hours so they can call when people ar'^ home from 
work. They may have to talk to rude and angry customers. 

Training and Qualifications: High school graduation is usually sufficient 
for entry into the credit field. High school courses in psychology and 
speech are helpful. Collectors must obtain the cooperation of their 
clients in an unpleasant area - their unpaid bills. 

Job Outlook: Employment opportunities are expected to grow about as fast 
as the average for all jobs. In addition, many openings are created by 
people leaving this field either because they cannot collect enough debts 
or because they find the job distasteful. 

Earnings: Wages for collectors are on a commission basis. Generally the 
wages are under $20,000 per year. 

Advancement: Collectors may become collection managers or advance to other 
positions in the credit field, such as credit authorizer and credit 
manager. 

Language Skills: Good English communication skills are required. A 
Spanish-speaking collector would have an advantage in collecting from the 
8% of Calif ornians who are more comfortable speaking Spanish. 
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COBRADOR/COLLECTION WORKER 



Tareas Tipicas: El trabajo de cobrador consiste en persuadlr a la gente 
para que pague sus cuentas que no se han pagado. El cobrador revisa la 
docuraentaci6n del cliente, se comunica con 61/ella por tel^fono o por 
correo y trata de que la persona pague su deuda o de que haga nuevos 
arreglos para el pago de ella* En algunas organizaciones los vendedores 
tambiSn tendrlan que locallzar deudores que se han cambiado sin pagar sus 
cuentas, aconsejar a los clientes que tienen problemas financieros, y 
recuperar mercancla coiro autom6viles y muebles, 

Condlclones de Trabajo: Los cobradores trabajan gene^almente en una 
oficina 40 horas semanarias, pero podrlan tener horas flei^ibles para poder 
hacer llamadas cuando las personas regresan a sus casas despues del 
trabajo, Podrlan tener que hablar con clientes rudos y enojados. 

Entrenamlento y Calif icaciones: Usualmente un diploma de la escuela 
secundaria (high school) es suficiente para ingresar el campo de cr£dito« 
Clases de psicologla y de alocuci6n en la escuela secundaria pueden ser 
utiles. Los cobradores deben obtener la cooperaci6n de sus clientes en una 
irea desagradablc — sus cuentas sin pagar. 

Perspectivas de Trabajo: Las oportunidades de empleo crecerdn casi tan 
rdpidamente como el promedio para todos los otros trabajos. AdemAs, 
existen muchas vacantes en este campo porque hay personas que dejan estos 
trabajos ya sea porque no pueden cobrar las deudas o porque encuentran 
desagradable este trabajo. 

Salarios: Como tSrmino medio, los trabajadores ganaban entre $12,000 y 
$15,000 al aiio en 1980. 

Ascensos: Los cobradores pudieran llegar a administradores de cobros o 
avanzar a otros puestos en el campo de crSdito tales como gerente de 
credito. 

Lenguaje: Ingles bueno oral y escrito es necesario. Un cobrador que hable 
espanol podria tener la ventaja para hacer cobros a un 8% de californianos 
que se sienten mas cduiodos hablando espanol. 
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COMPUTER OPERATING PERSONNEL 



Typical Tasks: The principal task of computer operators is to put 
information into the machine (input) and to get back results or information 
(output). This may be done in several ways depending on the type of 
computer. For some systems, operators punch cards, and for others they 
type data on special machines. They must also monitor the computer's 
operation. 

Working Conditions: Electronic computers are usually operated in cool 
environments to counteract the heat generated by the machine. The room can 
also be noisy. Some industries run their computers 24 hours a day and 
require night shift personnel. 

Training and (Qualifications: Employers prefer to hire people with training 
in the operation of computers and in data processing . Training is 
available at high schools and at community colleges. 

Job Outlook: While the total numbers are not large, opportunities for 
computer operating personnel are expected to be grcjater than average. 

Earnings: Earnings for entry-level computer operators range from $1075 to 
$1400 a month. Experienced workers earn $1200 to $1700 a month. A shift 
differential is often paid for swing or graveyard shifts • 

Advancement: Computer operators may advance to supervisory positions, with 
additional training and experience. 

Language Skills: Good English skills are needed. There is little neeu for 
bilingual skills. 
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OPERARIO DE COMPUTADORAS/COflPUTER OPERATING PERSONNEL 



Tareas Tlplcas: La tarea principal de un operario de computadora es poner 
la lnformaci6n en la m&quina (input) y obtener rosultados o informaci6n 
(output). Esto se puede hacer de varias maneras diferentes, dependiendo 
del tipo de computadora. En algunos sistemaSf los operarios perforan 
tarjetas, y en otros, ellos escriben los datos en maquinas especlales. 
TambiSn deben inspeccionar la operaci6n de la computadora. 

Condiciones de Trabajo: Generalmente las computadoras electr6nicas se 
operan en habitaciones frescas para contrarrestar el calor que genera la 
inAqulna. El local puede ser ruidoso. Algunas industrias trabajan sus 
Computadoras 24 horas al dia y requieren personal durante la noche. 

Entrenamlento y Galificaciones: Los patrones prefieren, emplear geBte 
entrenada en la operaci6n de computadoras y en la preparaci6n de 
informaci6n para ser procesada por computadoras. El entrenamiento puede 
adquirirse en las escuelas secundarias (high school) y en los colegios de 
la comunidad. 

Perspectivas de Trabajo: Se espera que mientras no haya un gran ntimero de 
operarios, las oportunidades para operarios de computadoras son mayores que 
en otros campos. 

Salaries: El pago al nivel de entrada va de $1075 a $1400 al mes. Los 
operarios con experiencia ganan de $1200 a $1700 mensuales. Se paga un 
tanto mds en turnos de trabajo nocturno. ^ 

Ascensos: Los operarios de computadoras pueden ascender a pueatos de 
super visi6n con entrenamiento adicional y experiencia. 

Lenguaje: Ingles bueno es necesario. Hay poca necesidad de ser bilingile 
por que no hay contacto con el publico. 
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AUTOMOBILE SALES WORKER 



Typical Tasks: Automobile sales workers assist customers who are shopping 

for cars. They answer questions and demonstrate their products In such a 

way that the customer will want to buy. They may bargain with customers 

over the final price. They fill out forms for the cars that are sold. 
They also develop and maintain list of potential clients. 

Working Conditions: Automobile sales workers may stand for long periods of 
time. They often work evenings and weekends. They spend most of their 
time in automobile showrooms and lots. 

Training and Qualifications: A high school diploma is usually required, 
but most car dealers prefer to hire mature individuals rather than recent 
high school graduates. High school courses in English^ public speaking, 
math, consumer education, merchandising, business law, and psychology are 
useful. It is also helpful to have other sales experience. 

Job Outlook: Better than average opportunities for employment, but the 
demand may vary from year to year, depending on economic conditions. 

Earnings: Most automobile sales workers are paid a commission , so their 
income varies according to the number of cars they sell. The wages can 
vary from a minimum of under $20,000 a year to over $30,000 a year. 

Advancement: Automobile sales workers with managerial skills may advance 
to assistant sales managers, sales manager or general manager. Some 
managers open their own dealerships. 

Language Skills: Good English communication skills are needed. Since 8% 
of Calif ornians are more comfortable speaking Spanish, bilingual automobile 
salesworkers would have a big advantage in selling to this group. 
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VENDEDOR DE AUTOMOVILES (COCHES)/AUTOMOBILE SALES WORKER 

Tareas Tlpicas: Los vendedores de autom6viles ayudan a los compradores que 
desean comprar coches, Contestan preguntas y demuestran sus productos de 
tal manera que el cliente deseS hacer la compra. Pudieran regatear el 
precio final con el comprador. Preparan la documentaci6n para los coches 
que se venden. Tambi^n desarrollan y mantienen una lists de posibles 
clientes. 

Condiciones de Trabajo: Los vendedores de autom6viles podrlan estar de pie 
durante largo tiempo. A menudo trabajan parte de las noches y fines de 
seinana^ Pasan la mayor parte de su tiempo en los salones de exposicion de 
autos y en los lotes. 

Entrenamiento y Calif icaciones: Usualmente, el requisito es tener un 
diploma de secundaria (high school), sin embargo, la mayorla de los 
comerciantes prefieren contratar individuos maduros en vez de reci^n 
graduados de la secundaria. Los siguientes cursos de la secundaria son 
litiles: ingl6s, alocuci6n en publico, matem^ticas, educacion para el 
consumidor, mercaderla, leyes comer ciales y psicologia. Tambi^n ayuda el 
tener otras experiencias de ventas. 

Perspectivas de Trabajo: Mejores oportunidades para obtener el empleo que 
el promedio para otros empleos, pero la demanda pudiera variar de aiio a 
aiio, dependiendo de las condiciones economicas. 

Salarios: A la mayorla de vendedores de coches se les paga una comisi6n, 
asl que sus ingresos varlan de acuerdo con el nuraero de autos que venden. 
En 1980, el promedio fue alrededor de $18,000 anuales. 

ABCensos: Los vendedores de autom6viles con habilidad administrativa, 
pueden avanzar a ayudantes de gerentes de venta, gerentes de venta o 
gerentes generales. Algunos gerentes abren sus propias agendas de 
autom6viles. 

Lenguaje: Ingles bueno oral y escrito es necesario. Alrededor del 8% de 
los calif ornianos se sienten mas c6modos hablando espaiiol; el vendedor 
bilingue tendria mayor venta ja para vender a este grupo. 
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TRADE AND INDUSTRY: TOOLS AND WHEELS 
Introduction 

Trade and industry is a broad vocational education area that include? the 
traditional shop trades in construction, metal, appliance and automobile 
service. Other areas of specialized skill training are crafting, 
commercial art and photography, textile production, and upholstery. Public 
service occupations such as law enforcement, services such as cosmetology 
and dry cleaning, occupations in food preparation are sometimes included. 
Finally there are occupations in building maintenance such as heating, air 
conditioning, and custodian. 

Broadly speaking, the nation's industries can be viewed as either 
goods-producing or service producing. Most of the nation's workers are 
in industries that produce services such as in education, health care, 
trade, repair and maintenance, government, transportation, banking and 
insurance services. The emphasis in this unit on the goods-producing, or 
the manufacturing industry, is on entry-level opportunities. The number of 
workers employed in manufacturing varies throughout the state. For 
instance in Santa Clara County, manufacturing employs 37% of the workers. 
In San Joaquin County, 15% of the workers are in manufacturing. Also the 
industries vary from county to county. Goods in California's industry can 
vary from chewing gum to automobiles, from microchips to tanks. If an 
individual searches carefully and wisely chooses a growing goods-producing 
or service producing company, good opportunities exist to obtain an 
entry-level job and move up a career ladder. 

FIVE VOCATIONAL AREAS: TRADE INDUSTRY 109 




IMPORTANCE: 



The jobs discussed in this section are greatly varied in the work envi- 
ronment and worker skills. Many of the jobs described are entry-level. 
However, a point to be remembered is that an entry-level job can be a 
beginning to a satisfying and well paying career. Information on 
apprenticeship programs is included in this unit. 



OBJECTIVES ; 

1. To help students assess their interest in a career in trade and 
industry. 

2. To give students an opportunity to experience a simulated activity in 
manufacturing. 

3. To give students information on work environments, typical tasks, and 
opportunities in trade and industry occupations. 

4. To give students tcschniqiies for conducting job exploratory interviews. 

5. To give students information on the organizational structure of a 
typical manufacturing plant. 

6. To introduce students to a sampling of apprenticeship programs. 

SKILLS 
EMP!IASIZED ; 

Reading, abstracting information, interviewing, telephoning, organizing 
tasks, researching, following directions, vocabulary building. 
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TRADE AND INDUSTRY VOCABULAKY 



1 • Administrative 
position 

2. Align 

3. Animator 

4. Apprentice 

5. Aptitude 

6. Assemble 

7. Blueprint 

8. Bondabla 

9. Bonding 

10. Brochure 

11. Buffers 

12. Cast 

13. Circuit board 

14. Color code 
15 • Component 

16. Conveyor 

17. Cramped 
quarters 

18. Device 



A Job in management. 



To line up pieces of something. 

Person who draws the pictures (stills) that will 
be made into an animation or a cartoon • 

A person who is learning a skilled trade in a 
program that combines work experience and 
classroom instruction. 

Ability. 

To make a whole from separate pieces. 

Detailed plan for construction of a building or 
other object. 

A person who can be author:^ zed to handle large 
amounts of cash or other valuables. 

Sticking together, joining. 

Usually a one page description or advertisement 
of a product or program. 

Machines for polishing the floor. 

M'ike something with B mold. 

A hard surface on which electrical circuits, or 
paths for electricity, are etched. 

Use of color to identify different components. 

A part or piece of something. 

A moving belt that transports materials from one 
place to another. 

Small and crowded place. 



A piece of equipment designed to serve a specific 
purpose. 
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19. Devise 

20. Diagnose 

21. Drafting 

22. Ducts 

23. Expansion 

24. Fabricate 

25. Freelcmcer 

26 Function 

27. Illustrate 

28. Integrated 
circuit 

29. Investigate 

30. Journeyman 

31. Uyoff 

32. Line lead 

33 e Lubrication 

34. Manual 

35. Microchip 

36 Microscope 



To make up, create. 

To define the cause of a particular problem. 

A system of drawing buildings or objects with all 
parts and measurements. 

A pipe-like passage. 

Growth; in a business, it usually means more 
staff are hired. 

To manufacture! to create. 

A person who works independently rather than for 
one company. Freelancers are paid by the Job. 

iPurpose. 

To draw. 

A complex circuit reduced in size engraved on a 
silicon chip. 

To look into in a systematic way. 

A graduate of an apprenticeship program and a 
fully trained member of a skilled trade. 

Letting employees go, usually due to lack of 
work. 

In industry, the person in charge of a group all 
doing similar manufacturing tasks. The boss of 
an assembly line is usually a line lead. 

Oiling of moving parts so that they move 
smoothly . 

A handbook usually containing instructions; also 
to do by hand. 

A piece of silicon the size of a pea on which 
layers of electrical circuits are placed. The 
circuits tell a computer what to do. 

Instrument that enlarges very small objects so 
they may be seen. 
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37. Motivated 

38. Oscilloscope 

39. Paste up 

40. Piece work rate 

41. Piping 

42. Power drill 

43. Power wrench 

44. Processing 

45. Proficient 

46. Ptunp 

47. Rank 

48. Repetitive task 

49. Routine 

50. Scaffold 



51. Schematic 
diagram 

52 • Semiconductor 



53. Semiconductor 
industry 

54. Seniority 

55. Shipping and 
receiving 



Eager to accomplish the task at hand. 

An instrument that visually shows changes in 
electric current. 

To glue copy (writing) according to a plan 
(layout) in preparation for printing. 

Pay based on the number of items (pieces) 
produced rather than on the hours worked. 

A system of pipes for a house. 

An electric tool for making holes. 

An electric tool for tightening or loosening. 

Doing a series of actions. 

Competent. 

A device to draw up water and move it along in a 
pipe. 

Position in an organization. 

Doing the same thing over and over. 

Every day, ordinary. 

Laddei like construction around a building used 
by construction workers and painters. 

A diagram or drawing used to show how something 
is made. 

A substance such as silicon which wi7.1 conduct 
electrical currents after being treated through a 
special process. 

Electronics Industry. 

Rank according to length of employment. 

The department which receives deliveries and 
sends out the companies product. 
Could also receive and send out mail. 
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56. Soldering 

57. Soldering iron 

58. Specifications 

59. Sterile 

60. Stifi^ or keen 
competition 

61. Stooping 

62. Strenuous 

63. Subcontractors 

64. Technology 

65. Temporary 

66. Textile 

67. Valves 

68. Volt meter 

69. Wafer 

70. Warehouse 

71. Work station 



A technique for joining metal surfaces by means 
of heat and a metal mixture called solder. 

A tool for joining metals by means of heat. 



A statement describing materials and dimensions 
for something to be built. 

Very, very clean. 

Difficult competition. 



Bending over. 
Physically difficult. 

A contractor does a certain job, such as building 
a house for a set price as agreed on a contract. 
If the contractor hires another company to do a 
small part of that, such as install carpets, that 
person or company is the subcontractor. 

Scientific knowledge applied to industry. 

For a short time only. 

Material for clothes; fabric. 

Device for opening or closing the flow of water 
in a pipe. 

An instrument used to measure electric current. 

A thin slice of silicon 3 to 5 inches in 
diameter. Each w^fer can be cut into about 250 
microchips. 

A building used primarily for storage. 

The work area of one person with the materials 
needed to do the assigned task. 
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ACTIVITIES: 

Activity one; Self-Assessment . To Introduce this unit, have students 
complete the self-assessment exercise (Handout 1). Discuss opportunities 
In trade and Industry based on materials In this unit, optional films* 
guest speakers cmd career center materials. 
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HANDOUT IT&I: ENGLISH 

TRADE AND INDUSTRY SELF-ASSESSMENT 

Directions : Would you like a job in Trade and Industry? To find out, 
answer yes or no to the following questions. 

Yes No 

1. Do you enjoy concrete activities in which you have an end 

product that you can see and touch? 

2. Do you like to follow directions for an activity that has 

been organized for you? 

3. Do you enjoy doing the same thing over and over according 

to a set procedure? ^ 

4. Are you able to read and understand blueprints and diagrams 

in order to set up and adjust machines and equipment? 

5. Do you like to use eyes, hands, and fingers to do precision 

assembly work or to operate precision instruments? 

6. Would you want to use math skills to plan schedules and 

keep production records? 

?• Are you able to detect small differences in shapes, sizes, 

and texture of products? 

8. Would you like to work in an environment which pays strict 

attention to set standards and guidelines? 

9. Have you taken industrial arts or machine shop courses? 

10. Do you like projects which use the math skills of measuring? 

11. Have you assembled a bicycle or a toy. following drawings 

or simpxe instructions? 

12. Have you held a summer or part-time job where mechanical 

equipment, such as as farm machinery or automobiles, was 

used? 

13. Do you like to assume responsibility for getting a project 
completed? 

14. Do you enjoy working around mechanical equipment? 
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HANDOUT IT&I: ENGLISH (Cont.) 



Yes 



No 



15. Do you enjoy using iii^ch skills to tally or keep records 

by counting? 

16. Have you ever done a job sorting materials such as paper, 

metal, or glass for recycling? 

17. Do you like to move or lift heavy objects? 

18. Have you worked with gauges or measuring tools? 

If you answered yes to more than half these questions, maybe you should 
consider a career in trade and industry. 
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HANDOUT 1: SPANISH 

CO^^MERCIO E INDUSTRIA-EVALUACION PROPIA 



Instrucciones ; 6Te gustaria un trabajo en el comercio y en la 
Para saberlo, contesta SI o NO a la siguientes preguntas. 



1. iTe gustan las actividades concretas en las que tienes un 

producto final que puedes tocar? 

2. iTe gusta seguir direcciones en una actividad que ha sido 
organizada por ti? 

3. iDisfrutas haclendo la misma cosa una y otra vez de acuerdo 
a un procedimiento? 

4. iPuedes leer y entender copias heliogrdf icas y diagramas 
para armar y ajustar m^quinas y equipo? 

5. iTe gusta usar los ojos, manos y dedos para hacer trabajo 
de precj.si6n de montaje o trabajar con instrumentos de 
precisi6n? 

6. iTe gustaria usar aptitudes en matem&ticas para planear 
horarios y llevar records de producci6n? 

7. iPuedes detectar diferencias pequenas en formas, tamanos 
y textura de productos? 

8. iTe gustaria trabajar en un ambiente que pone atenci6n 
estricta en fijar normas y gulas de trabajo? 

9. iHas tornado clases de artes industriales o de maquxnaria? 

10. iTe gustan los proyectos que usan medidas? 

11. iHas armado una bicicleta o un juguete siguiendo dibujos 
o instrucciones simples? 

12. iHas tenido un trabajo de medio tiempo en el que se us6 
equipo mecanico coroo maquinaria de granja o de autom6viles? 

13. iTe gusta asumir responsabilidad para completar un proyecto? 

14. iDisfrutas trabajando cerca de equipo mecdnico? 

15. iTe gusta usar raatemdticas para contar o llevar records 
de mercancla? 
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HANDOUT IT&I: SPANISH (Cont.) 

S: No 



16. (LHas trabajado alguna vez sorteando mater iales como papel, 

metal o vidrio para ser procesado nuevaraente? (recycling) 

17. iTe gusta mover o levantar objetos pesados? 

18. 6Has trabajado con medidas o instrumentos de medir? 

Si contestas SI a mis de la mitad de estas preguntas, quiza deberlas seguir 
una carrera en comercio e industria. 
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Activity tvo; The Happy Pay Production Line , In order for students to 
experience some of the interactions in a manufacturing job, do this 
simulation of a greeting card company. From this exercise students will 
learu about different roles assumed by workers in a manufacturing 
environment. Production is the key of our economy although few students 
have knowledge of the different types of work involved in producing a 
product* If well done, this simulated activity can help students assess 
their interests in one field of manufacturing* 

For the simulation of Happy Days Production Line,, follow the directions 
below* 

Materiels: 

1* Paper for making greeting cards. The paper should be cut to proper 
size for cards so no scissors are needed. 

2* Sets of color pens. Each line, or work group, wil] need a set* 

3* Envelopes large enough to contain cards. 

Procedures: 

1* Explain that students are going to simulate a manufacturing setting* 
Pass out Handout 2T&I and assign roles or have students select then:* 
The roles could be put on cards which are put into a hvc* The students 
will then draw their roles out of a hat. 

2* Students should group themselves according to function, except for the 
supervisor(s) and materials handler who walk around. At least two 
production lines should be formed. Tt*e teacher can in advance have 
areas set up and the room arranged for the production process. 

3. Go over the roles of each type of worker. Explain that the goal is to 
make the most cards as ordered by the sales people and that pass 
quality control in a set time, such as 20 rainutos. 

4* The sales people tell the designers the different types of cards to be 
made and the number to be made. For example, an order may be: 

Birthday cards - 20% of production 
Mother's Day Cards - 10% of production 
Christmas Cards - 50% of production 
Get Well Cards - 20% of production 

5. The designers design one card of each type. These are then taken by 
the materials handler to their production line. Designs should be 
simple* It is best to use 2 or 3 colors, 2 lines of greeting, and 
simple shapes such as circles and squares* 
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6. The production workers copy the cards exactly in the amounts needed. 
The supervisor and the line leads make sure the production is going 
smoothly • The production workers need to decide the fastest way to 
make the cards. 

?• The materials handler supplies designers and production workers with 
needed supplies. Also the materials handler takes the cards from the 
production line to quality control. 

8. The quality control workers decides ii the card is a duplicate of the 
card designed by the designer. Each card of a type must be reproduced 
as exactly as possible. The colors, message* and geometric designs 
must be the same. 

9. After a card has passed the inspection of quality control, the 
materials handler delivers the card to the shippers. 

10. The sh:''#pers put the cards in envelopes, marking on the envelope the 
number and type of cards put into each envelope. Ifhen sales and 
marketing have the customers* names, the shippers can address the 
envelopes. 

11. The supervisor needs to make sure, that the appropriate number and kind 
of cards are being produced. 

12. The team wins which has the most cards which pass (quality control into 
shipping. 

13. At the end, the sales and marketing workers share their ads and means 
to sell the product. 

"■A. At the end of the exercise the class should have time to discuss their 
experience, including: 

. What makes an efficient production line? 
. Did all the workers enjoy their jobs? 
. Was there good teamwork? 

. I^at other types of workers are needed in a 
manufacturing company? 
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HANDOUT 2T&I: ENGLISH 

THE HAPPY DAY PRODUCTIONS LIN5 JOB TITLES 



Supervisor (1 or 2 workers): Manages the entire operation. Supervisors 
organize production workers Into lines of 3 to 4 workers. Mgike sure 
products move along and work Is done correctly. 

Designers (2-3 workers): Design the cards to be made. Greetings of no 
more then 2 lines should be on each card. 

Producton workers (3-4 workers per line): Produce the cards by duplicating 
exactly cards designed by designers (A line lead is elected or appointed 
to be sure the the production line is operating smoothly.) Production 
workers cannot leave their work stations. 

Materials handlers (1-2 workers): Provide paper and colored pens to 
production workers. Bring envelopes to shippers. Help to move the cards 
around. 

Quality control (2-3 workers): Inspect the cards to make sure the required 
specifications for the product are met. Will accept or reject the cards. 
Cards must be exact copies of cards designed by designers. 

Shippers (1 or 2 workers): Label envelopes; put the product into envelopes 
to be sent out to customers. 

Sales and Marketing (2-3 workers): Meet to create names and addresses of 
customers; plan a marketing strategy; create an ad. Sales and marketing 
have to decide very quickly how many orders there are for different types 
of cards. These orders are given to the supervisor (s) who in turn give the 
orders to the designers. 

SAMPLE CARD 



HAVE A VERY 



MERRY 



CHRISTMAS 




Note: Keep the cards simple so that they can easily be reproduced. 
FIVE VOCATIONAL AREAS: TRADE & INDUSTRY 



123 



HANDOUT 2T&I: SPANISH 

TITULOS DE TRABAJOS DE FRODUCCIOH DE TARJETAS DE FELICITACION 

Supervisor (1-2 trabajadores): Maneja toda la operacl6n. Los supervisores 
organlzan a los trabajadores de produccl6n en llneas de 2 a 4 trabajadores. 
Estin pendlentes de que los productos se est6n fabrlcando y de que el 
trabajo se haga correctamente. 

Dlsefiadores (2-3 >:rabajadores): Disenan las tarjetas que se van a hacer. 
El mensaje para cada tarjeta deber£ ser de dos renglones a lo mdximo. 

Trabajadores de producci6n (3-4 trabajadores por Urea): Hacen las 
tarjetas dupllcando exactamente las que han sldo dlsenadas. (Se escoje un 
llder para asegurar que el trabajo se haga sin problema.) Los trabajadores 
de produccl6n no pueden alejarse del sitlo en que trabajan. 

Trabajadores que Manejan Naterlales (1-2 trabajadores): Dan a los 
trabajadores el pa pel y plumas de colores que necesiten. Lleva los sobres 
a los expedldores* Ayudan a mover las tarjetas adonde se necesite* 

Control de Calldad (2-3 trabajadores): Inspecclona las tarjetas para 
asegurar que las especiflcaclones requeridas para el producto estSn 
cumplldas. Acepta o rechaza las tarjetas. Estas deben ser la copla exacta 
de las que han hecho los dlsefiadores. 

Expedldores (1-2 trabajadores): Rotulan los sobres; ponen el producto 
dentro de los sobres para ser envlado a los compradores. 

Compra y Venta (2-3 trabajadores): Se re&nen para formar llstas de 
noabres y dlrecclones de compradores; planean una estrategla de compra y 
venta; crean los anunclos de publlcldad. Estos empleados tlenen que 
decldlr ripldamente, cuintos pedldos hay para tlpos diferentes de tarjetas. 
Estos pedldos se dan a los supervisores que a su veZf las entregan a los 
disenadores. 



Nota: Las tarjetas deben ser simples para que pueden ser reproducldas 



MUESTRA DE TARJETA 




iQUE TENGAS UNA 




ficllmente. 
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Activity three: Trade and Industry Occupations > In order to give students 
an Idea of the jobs in trade and industry, reproduce a class set of Trade 
and Industry Occupations • Have students read them and complete the Trade 
and Industry Job Match THandout 3). 

Only a small number of occupations are described here as a sample. They 
are 

!• fabrication operator 
2. electronics tester 
3» assejsbler 

4. auto m^ichanic 

5. janitor 

6. technician 

7. cable installer 

8. sign painter 

9. commercial artist 

10. solar energy technician 

11. police officer 

12. cement mason 

13. plaster 

14. electrician 

15. appliance Installer and repairer 

16. machine tool operator 

17. positions in temporary service 

Answers to Handout 3 ; 

1. Assembler 

2. Cable-television Installer 

3. Electronic tester 

4. Commercial artist 

5. Janitor 

6. Solar energy system installer 

7. Cement mason 

8. Plasterer 

9. Auto mechanic 

10. Truck driver 

11. Postal clerk 

12. Police officer 

13. Sign painter 

14. Teacher's aide 

15. Telephone operator 

16. Machine tool operator 

17. Appliance installer S repairer 

18. Electrician 
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HANDOUT 3T&I: ENGLISH 



TRADE AND INDUSTRY JOB MATCH 

Directions : Read Trade and Industry Occupations to help you match the 
task to the job. Each job title can be used only once. Put the number of 
the job task next to the correct job. 



Job Tasks 

1. Reads blue prints to put together 

parts of manufactured articles 

2. Strings wire from a pole to a 

home and tests for signal 
strength. 

3« Works from manuals and schematic 
diagrams. Might use oscil- 
loscopes, volt meters* and 
standard hand tools to test if 
a printed circuit board will 
work. 

4. Illustrates brochures and manuals. 

5. Sweeps, cleans » and does some 

repair work. 

6m Work ontside cost of the time 

installing pre-assembled panels 
on roofs. 

7. Could work on a range of projects 

from backyard patios to highways* 

8. Could do ornamental designs on a 

building. 

9. Uses a variety of hand or power 

tools to make adjustments and 
repairs. 



Jobs 

Solar Energy System Installer 
Telephone Operator 

Assembler 



Teacher's Aide 
Janitor 

Plasterer 

Truck Driver 
Electronic Tester 
Sign Painter 
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HANDOUT 3T&I: ENGLISH (Cont.) 

10. Travels many miles. 

11. Could move heavy objects onto 

conveyors . 

12. Controls car traffic. 

13. Might do all types and styles of 

lettering by hand. 

14. Responsible for the instruction 

of children. 

15. Conveys verbal and written 

messages. 

16. Uses tools to shape metal. 

17. Estimates the cost of repairs. 

18. Reads blueprints to install 

electrical wire. 



Cement Mason 

Cable-Television Installer 

Postal Clerk 
Commercial Artist 

Auto Mechanic 

Police Officer 

Machine Tool Operator 
Electrician 

Appliance Installer & Repairer 
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HANDOUT 3'r&I: SPANISH 



TRABAJOS EN OOMERCIO E INDUSTRIA 

Instrucciones ; Lee Trade and Industix Occupations para que te ayude a 
encontrar qu6 tarea va con cu&l trabajo, Pon una marca en \a tarea que 
corresponda al trabajo en la columna derecha. 



Tareas 

!• Revisa coplas heliogr&f leas para ermar 
artlculos para fabricarse. 

2« Conecta alambre de un poste a una casa y 
comprueba la fuerza. 

3. Trabaja slgulendo direcclones de manuales 
y dlagramas esquemdtlcos • Podrla usar 
osciloscopios, voltlmetros y herramiexxta de 
mano para probar si trabaja un tablero de 
clrculto impreso. 

4. Ilustra folletos y manuales « 

5. Barre, limpla y hace reparaciones. 



6. La mayor parte del tiempo trabaja al 

aire llbre Instalando pane3'^s en los techos. 

7. Podrla trabajar en varios proyectos como 
patios y carreteras. 

8. Podrla hacer dlsenos ornamentales en un 
edlflclo. 

9# Usa una varledad de herramlenta de uano o 
el6ctrica para hacer ajustes y reparaciones." 

10. Vlaja muchas mlllas. _ 

11. Podrla llevar cosas pesadas a los _ 
transportadores . 

12. Controla el tr^flco. 



Trabajos 

Instaladcr de 

Slstema de Energla Solar 

Operarlo de Tel6fono 
Montador 



Ayudante de Profesor 
Conser je 

Yenero/Emplastailor 
Chofer de Camlones 
Probador de Electr6nlca 
Plntor de R6tulos 
Albanll 

Instalador de Cable 
Empleado Postal 
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HANDOUT 3T&I: SPANISH (Cont.) 

13. Podrla hacer a mano» todos los tipos y 
estilos de letras, 

14« Responsable de la instrucci6p a los nlnos« 

15. Lleva mensajes verbales y escritos. 

16. Usa herramienta para dar forma al metal. 

17. Calcula el costo de las reparaciones, 

18. Lee copias helio^/raficas para instalar 
alambre eldctrico. 



Artlsta Comerclal 

Mecinico de Automdvlles 
Policla 

Operador de Herramienta 
Mec^nica 

Electricistas 

Instalador y Reparador 
de Aparatos Electricos 
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Activity four: Worker Iiiterviev , Discuss the importance of networking in 
researching Jobs* After students have read occupational descriptions and 
completed other activities such as review career center materials i they 
should practice getting current local information by interviewing a worker* 
Even if they know the person fairly well, it is still good practice to ask 
them the specific Job related questions listed on Handout 4* When the 
assignment is complete, students can compare impressions* Information 
about manufacturing companies can also be compared to develop an industrial 
portrait of the community* 
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HANDOUT 4T&I: ENGLISH 

INTERVIEW OF A WORK ER 

Directions ; Find someone you know who has a job in manufacturing. This 
person can be a parent* neighbor! or fr:f.end« They should work for a 
company that makes something. Ask them the following questions. 

1. What company do you work for ? 

2. What does the company produce? (make ) 

3. What is the size of the materials produced, large or small? 

4. Do workers on the production line sit ct stand to do their work? 

5. About how many employees are in the company? 

6. Are trainees hired into the company? Yes_ No 

What are the requirements to be hired as a trainee? 

(i.e., agei skills, high schoo? degree, language ability) 



7. How many trainee positions are open on a weekly average? 

8. \Hhat training is actually provided for entry-level employees? 

9. Is the company growing? 

lOo What hours do you work? 

11. What do you like about this job? 



12. What don't you like about this job? 



SUMMARY 

Directions ; Write a paragraph about the interview that answers these 
questions: 

— What is your opin-lon about this job? 

— Do you think you could get a job at this company? Why or why not? 
— What kind of company would you like to work for? 
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HANDOUT 4T&I: SPANISH 



ENTREVISTA DE UN TRABAJADOR 

Instruccioiies ; Encuentra a alguien que tu conoces y que trabaje en 
fabricacion. Esta persona puede ser pariente tuyo, vecino o awigo. Debe 
trabajar en una compania que fabrique algo, Pregiintale lo siguiente: 

1, iPara que companis trabajas? 

2, LQa& produce la compania? 

3, iDe que tamano son los mater iales que produce, grandes o pequenos? 



4, iLos tiabajadores de llnea de producci6n se sientan o estSn de pie 
aiientras trabajan? 

5, 6Como cuSntos empieados hay en la compania? 

6, iSe emplean aprendices en la compania? Si No 

iCuales son los requisites para ser enpleado corao aprendiz? 
(ej. edad, habilidades, diploma, lenguaje) 



?• 6Cu4ntos puestos de aprendiz est5n vocantes como promedio semanal? 

8, iQu& entrenamiento se proporciona para empieados al nivel de ingreso? 

9, iEst^ creciendo la compania? 

10, iCuSles horas trabajas? 

11, 6Qu6 te gusta rcerca de este trabajo? 

12, iQu& no te ^usta acerca de este trabajo? 



SUMARIO 

Instrucciones ; Escribe un parrafo acerca de la entrevistd que conteste 
estas preguntas: 
— iQu6 opinas acerca de este trabajo? 

— iCrees que podrias obtener un trabajo en esta compania? 

iPor qu6? iPor qu^ no'> 
— iPara qu^* clase de compania te gustaria trabajar? 
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Activity five; How is a Company Organized? Discuss how a company is 
organized, and the concept of different responsibilities and lines of 
cominand. The school or family organization could serve as a good introduc- 
tion. 

Working individually or in teams have students complete Industry 
Organization Chart (Handout 5). Discuss career ladders and how people are 
promoted in an organization. Ask students what part of the organization 
they would prefer working in. In order to get students started, give them 
the top row positions, and have them fill in the rest. 



Chart 1 



UPPER WNAGEMLNT 



Board of Directors 



















Financial 
Manager 




Salci ft Marketing 
Manager 




Adnlr.vstratlvc 
Manager 




Manufacturing 
Manager 
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Chart 2 



SUPPORT STAFF 



AMfiUtrttlvi 



NtM9tr 



PartOMitl 

pirtctor 



Public RttUtIo 



Salts I 

Nirfcetlng 



Stcrtttry 



Accountant 



Stcrttary 



Pvroll 
Clark 



Accounting 
Clark 





Billing 
Clark 




Salts 
Parson 









Salts 

Parson 



Sacra tary 



Flla 


Ractptlonlit 


RtprodiictlOfi 


Clark 




Clark 



Ordar 
Clark 



Chart 3 



mNUFACTURlNC STAFF 



Prodgctlon 
Hanigcr 



Reseirch end 
Develo^^^t Kinagtr 



Fac;ory 
Sgpervlsor 



Wirehogse 
Sgpervlsor 



Une 
Supervisor 



I Una 
j Sgpervlsor 













Asscntler 


Asscii<>1er 


Asscn^ler 


Asscn^ler 



Engineering 
Kanager 



Engin 



Cnglnaar 



Engin 



Technician 



Technic Ian 



School 
Control 
Clerfc 



Kiiierlals 
Handler 



Shipping I 

Receiving 

Clerk 
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MAWUFACTURING INDUSTRY ORGANIZATIONAL CHART 



Three organization charts have been drawn up for you to complete. An 
organizational chart can help you understand the line of command and 
responsibility. A system of authority has to exist for work to be done. 

The three charts are of Jobs found in Management, Manufacturing and Support 
staffs. The Jobs in the organization are described for you below. Fill in 
each blank block on the three charts with the title of one of the Jobs 
described below. Arrange the Jobs in a way that seems resonable to you. 
Be able to explain your arrangement. Of course, many more Jobs exit in an 
organization. This chart emphanizes some eatry-level Jobs. Also this is 
to help you see that there is a system for Jobs in industry. 

If you were to begin work in a manufacturing company, where would you 
begin? Can you identify some jobs that are not on the chart? Where would 
those Jobs be placed? 

Chart One - Management Staff (Upper Management) 

The Financial Manager controls and records money spent and earned by the 
company . 

The Manufacturing Manager oversees the divisions of engineering, research 
and production. 

The President is responsible for running the company and carrying out the 
decisions of the Board of Directors. 

The Sales and Marketing Manager supervises the sale and marketing of the 
products made by the company. 

The Board of Directors is a group of persons who make important decisions 
about the company. 

The Administrative Manager supervises the functions of the company which 
deal with legal matters, personnel, labor relations, government relations, 
and public relations. 

Chart Two t Support Staff 

Ths Sales Persons take orders from customers and contacts new customers for 
the company (there are 2 sales persons on the chart). 

The Public Relations Manage r is responsible for management of workers who 
prepare news releases, speeches, stockholder reports, and house 
publications. He or she selects or develops favorable persuasive materials 
to promote good will or favorable public images of the company. 
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A Billing Clerk prepares bills, statements, and iAvoices to be sent to 
customers and itemizes amounts customers owe. 

A Secretary carries out administrative and general office duties in 
addition to taking and transcribing dictation. Secretaries (sometimes 
called Administrative Assistants) are found throughout the company. Three 
secretary positions are on this chart. 

A Receptionist greets visitors, screens telephone calls, distributes 
messages, and does simple typing. The receptionist, the first person a 
visitor will meet at the company, is very important for giving a good image 
of the company. 

An Accounting Clerk calculates, posts, and verified financial data used in 
maintaining accounting records ^ Such work might include balancing bank 
statements and calculating refunds. 

A Personnel Director formulates policies relating to personnel 
administration of an organization and is responsible for programs such as 
employee recruitment, selection, and training. 

An Payroll Clerk computes wages and posts wage data to payroll records. 

The Legal Advisor , usually a lawyer, advises the company on all legal 
matters. For instance, the legal advisor assists on law-suit cases. 

The Order Clerk writes up order forms and computes total costs of a sale 
for customers. The order clerk processes orders for sales received by 
telephone or mail. 

An Accountant directs or coordinates work related to the finances of the 
company. He/she could develop budgeting systems to estimate the profits 
and losses of the company. 

A File Clerk files correspondence, cards, invoices, receipts and other 
records in alphabetical or numerical order according to subject matter. 

A Reproductions Clerk makes duplication of printed, typed, and hand written 
materials and determines appropriate reproduction method based on knowledge 
of cost factors and duplicating machines. 

C hart Three ; Manufacturing Staff 

The Engineering Manager is responsible for design, plant layout, and 
standards for products. 

The Production Manage r is in charge of the overall operation of the 
manufacturing division of the company. 
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The Technician follows the plans and general directions of engineers and 
scientists. Three technicians are on this chart* 

A Line Supervisor will supervise generally 5 to 10 assemblers working on a 
part of a product. Two line supervisors are on this chart. 

The Shipping and Receiving Clerk verifies and keeps records on Incoming and 
outgoing shipments and prepares Items for shipment. 

The Materials Handler Is responsible for loading, unloading, and moving 
materials within or near plant, yard, or work site. 

The Research and Development Manager is responsible for creating new ideas 
for new products. 

An Engineer uses ideas from research to develop products that will work. 
He / she is responsible for taking ideas from the drawing board to make an 
actual product that can be manufactured. Three engineer are on this chart. 

The Factory Supervisor directs and inspects the work of the factory 
workers . 

The Stock Control Clerk keeps the inventory up-to-date in the warehouse and 
handles orders to determine which goods are in stock and which goods must 
be ordered. 

An Assembler puts together parts of manufactured articles. There are four 
assembler positions on the chart. 

The Warehouse Supervisor is responsible for supervising materials handlers, 
shipping and receiving clerks, forklift operators, and other workers 
responsible for materials coming in and products leaving the factory. 
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CUADRO DE ORGANIZACION DE UNA EMPRESA DE FABRICACION 



Hemos dibujado tres cuadros de organizaci6n para que los completes. El 
objeto de una organlzaci6n en una industrla es entender una area de 
responsabilidad, Tiene que haber un slstema de autorldad para que el 
trabajo sea hecho. 

Los tres cuadros son de trabajos encontrados en Administraci6n de Personal, 
en Fabricaci6n y en Oficinas. Abajo se describen los trabajos en la 
organizaci6n. Llena cada cuadrito en los tres cuadros grandes con el 
tltulo de uno de los trabajos descritos abajo. Arrigla los trabajos del 
modo que te parezca razonable. Tienes que poder explicar ese arreglo. 

Si fueras a empezar a trabajar en una industria de fabricaci6n, 6d6nde 
empezarias? 6Puedes identlflcar algunos trabajos que no aparecen en el 
cuadro? Len d6nde los colocarlas? 

Cuadro Uno - Administraci6n de Personal 

El Gerente de Finanzas controla y lleva los records del dinero que se 
gasta y que entra en la corapanla. 

El Gerente de Fabricaci6n es responsable de las divisiones de Ingenierla, 
investigaci6n y producci6n. 

El Presldente es responsable de la operaci6n y hace que se curaplan las 
decisiones de la Mesa Directlva. 

El Gerente de Ventas y Mercado supervisa las ventas y el raercado de los 
productos que hace la companla. 

La Mesa Directi ya es un grupo de personas que han sido elegidas para hacer 
decisiones importantes acerca de la companla. 

El Gerente Administrativo supervisa las funciones de la companla que 
tienen que ver con asuntos legales , personal , relaciones con los 
trabajadores, relaciones de i^obierno y relaciones publicas. 

Cuadro Dos -Oficinistas y Ventas 

Los Vendedores toman 6rdenes de los compradores y se ponen en contacto con 
compradores nuevos (hay 2 vendedores en el cuadro.) 

El Gerente de Relaciones Publicas es responsable del manejo de los 
trabajadores que preparan las noticias que se publicarin, de las 
conferencias, da los reportes ds los accionistas y de las publicacio. iS de 
la organizaci6n. El o ella seleciona o desarrolla materiales persuasives 
para estirnular favorableinente la imagen de la coinpania. 
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Un Empleado de Cuentas por Pagar hace c&lculos rutinarios, los registra y 
verlfica la lnformacl6n flncmclera de las cuentas por pagar. 

Un Secretario lleva a cabo deberes de admlnistraci6n y de oficina ademSs 
oe tomar y transcribir dictados. Los secretarlos (llamadas algunas veces 
Ayudfimtes Admlnlstratlvos) se encuentrem por toda la companla. En este 
cuadro hay cuatro puestos de secretarlos. 

Un Recepclonlsta recibe a los visitantes, dlstrlbuye las llamadas 
telef6nicas a quien corresponda, distribuye mensajes y escribe cosas 
senclllas en mSqulna. Los recepclonlstas son la prlmera persona que ve un 
visitante al llegar a la companla. Es muy importante que presenten una 
buena Imagen. 

Un Empleado de Contabllldad escribe y verlfica los datos financieros que 
se usan para llevar los records de contabilidad. El trabajo podrla incluir 
hacer balances de banco y calcular reembolsos. 

Un Director de Personal formula p6lizas relacionadas con la administracion 
del personal de una organlzacion, y es responsable de programas como por 
ejemplo, el reclutar, seleccionar y entrenar empleados. 

Un Empleado de N6mlna computa los salarios y escribe esa informaci6n en los 
records de n6mina. 

El Consejero Legal , generalmente un abogado, aconseja a la companla en 
todo los aspectos legales. Por ejemplo, el consejero legal ayuda en los 
casos de demandas legales. 

El Empleado de Pedidos escribe las 6rdenes de pedidos y computariza para 
el comprador, el costo total de una venta. Este empleado de pedidos 
procesa las 6rdenes de ventas recibidas por tel6fono o por correo. 

Un Contador dirige o coordina el trabajo relacionado con las finanzas de 
la companla. El pudiera desarrollar un sistema de presupuesto para 
calcular las ganancias y p&rdidas de la companla. 

Un Empleado de Archivo archiva correspondencia, tarjetas, facturas, 
recibos y otros documentos en orden alfabStico o num&rico segiin de lo que 
se trate. 

Un Empleado de Reproducci6n hace copias de materiales impresos, escritos a 
m^quina y a mano, y determina los ra6todos apropiados para su reproducci6n 
bas&ndose en el costo. 
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Cuadro Tres -Fabricaci6n 

El Gerente de Ingenlerla es rcsponsable de diseno, del plan de la fdbrica 
y las reglas para el producto. 

El Gerente de Produc" i6n estd a cargo de la operaci6n total de la divisi6n 
de fabrlcacl6n de la companla. 

Los T6cnico8 slguen los planes y direcciones generales de Ingenleros y 
clentlflcos. 

El Supervisor de Llnea supervisard generalmente de 5 a 10 montadores que 
trabajan en una parte del producto. 

El Empleado de Embarque y Reclbo verifica y lleva records de embarques que 
entran y salen y prepara lo que va a ser embarcado. 

El Manipulador de Materlales es responsable de cargar y descargar y mover 
mater iales en la planta o cerca a ella o en los sitios de trabajo. 

El Gerente de Investigacl6n y Desarrollo es responsable de crear Ideas 
nuevas para proauctos nuevos. 

Un Ingeniero usa ideas de investigaci6n para desarrollar productos 
mejores. El es responsable de tomar ideas de la mesa de dibujo para hacer 
el producto que puede fabricarse* Hay dos ingenieros en este cuadro. 

El Supervisor de F^brica dirige e inspecciona el trabajo de los obreros de 
fftbrica. 

El Empleado de Control de Mercancla tiene al dla el inventario del almac^n 
y maneja los papeles para determinar qu6 hay en almacenaje y qu6 debe de 
adquirirse. 

Un Montador pone juntas las partes de artlculos manufacturados. Kay dos 
puestos de montador en el cuadro. 

El Supervisor de Almac6n es responsable de supervisar a empleados que 
manejan los materiales, a los que embarcan y reciben, a los operarios de 
elevadores de carga y a otros empleados que son responsables de materiales 
que entran y salen de la f^brica. 

Un Empleado de Registros (Records) archiva y sortea los records de una 
organizaci6n. 
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Activity six; Apprenticeship Programs , Discuss appreiitlceship as a way of 
getting Job training. This would be a good place to have a guest speaker 
— perhaps even a shop teacher from the school. Students 
read Apprenticeship (Handout 6). Discuss any or all of the following 
topics: 

- The advantages and disadvantages of apprenticeship* 

- The difficulties of getting in and how to overcome them. 

- What is a union? Advantages and disvantages of unions, A 
good class activity is to divide the class up into three 
groups: pro-union, anti-union, and undecided. The pro and 
anti groups try to convince the undecided. This is similar 
to what could happen at a work site where unionization was 
an issue* 



FIVE VOCATIONAL AREAS: TRADE & INDUSTRY 



147 



HANDOUT 6T&I: ENGLISH 



APPRENTICESHIP 

Another way of getting job training is through an apprenticeship program. 
Apprenticeship programs offer excellent job training and usually an 
excellent opportunity to earn a good wage. Unlike college students, 
apprentices are paid while they learn, and after 3 or 4 years of training 
they may earn from $15 to $24 an hour. Here are some things you should 
know about apprentice programs: 

How do I find out about the Programs? There are 400 occupations with 
apprentice programs run jointly by management and the unions, but not all 
programs may exist in your community. Each program is run separately. The 
Division of Apprenticeship Standards can provide you with the local 
address. Look in your phone book or ask your counselor or vocational 
instructor for the office nearest to you. Apprentice occupations include 
carpenter, plumber, mason, baker, painter, tile-layer, press operator, dry 
cleaner, refrigeration and air conditioning mechanic, and auto-mechanic. 

How do I get into an Apprenticeship ProRram? Application must be made to 
the program and usually involves a test and an interview. The test usually 
covers math and reading similar to what is required in the training. Good 
math skills and the ability to read English and think out problems is 
required. Some programs and organizations help students to prepare for 
these exams. Basic community college courses would also provide a good 
preparation. 

The purpose of the interview is to judge how interested you are in the 
occupation. It is expensive for the program and the individual to engage 
in training and then drop out. 

After the test and interview are passed, one of two things may happen: 
1) The Apprenticeship Program may find you a job in that field, or 2) You 
are given a license to go and find your own job. You are required to 
participate in a training program while you work. You may go for training 
for several weeks, or in the evenings, but you are paid for all your time 
on the job. 

Who can apply? Apprenticeship programs are open to women and men who are 
physically able to do the work in a particular trade. Good math, English, 
and reading skills;, and physical dexterity are usually required. 

What are the advantages of Apprenticeship? 

1. Good training . Apprenticeship programs are highly organized and teach 
individuals all the how*s and why's as opposed to on the job training which 
can be limited. 
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2, Union membership . Unions guarantee certain conditions like relatively 
high pay I good benefits, and good retirement plans. 

3. Learn while you earn . Apprentices are paid a percentage of what a fully 
trained Journey-man makes. In some cases this percentage Is as high as 

.70%. 

What are the dlsadvantaj^es of Apprenticeship? 

1, The work Is hard . In many occupations, the worker Is outside In all 
conditions, and considerable physical labor Is required. 

2, Risk of injury . Some occupations require lifting, working high above 
ground 9 and working around high speed machlnary. 

However, other occupations may have the same dlsadv€mtages without the 
benefits of apprenticeship and union membership. For example, a non-union 
painter runs the same risks as a union painter, bat he/she may be making 
less money and have fewer benefits. Since non-union jobs are easier to 
get, they provide a way of getting some experience to see if you want to 
Join an apprenticeship program. 

Discussions Questions 

1. Whom do I know in an apprenticeship program? What do I have to do to 
get information on apprenticeship programs? 

2m On the following pages is a list of some apprenticeship programs. 
Which programs would be most interesting to me? 

3, How many years would I be willing to spend in an apprenticeship 
training program? 

4o What must I do to prepare myself to apply for an apprenticeship? 
(Generally one must be 18 years old and have a high school diploma or GED 
plus basic math and English skills.) 

5. What would be the advantages and disadvantages of an apprenticeship 
program for me? 

6. Apprenticeship program are difficult to get in. What can I do to 
Improve my chances of getting in? 
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SAMPLE APPRENTICESHIP PROGRAMS 



AIG NO. * 



Automotive Body and Fender Repairer 2 

Automotive Mechanic . 3 

Barber 4 

Boilermaker (Field Construction and Repair) 5 

Bricklayer 7 

Carpenter 8 

Carpet, Linoleum and Soft Tile Layer 9 

Cement Mason 10 

Chief of Party (Surveyor) 11 

Cook (Culinary) 12 

Drywall/Lather 13 

Electrician (Construction) lA 

Glazier and Cutter 16 

Ironworker (Shop) 17 

Ironworker (Field Erection) 18 

Lithographic Occupations 20 

Machinist 23 

Meat Cutter 2A 

Mill Cabinet 26 

Operating Engineer 27 

Painter, Decorator and Paperhanger 28 

Plasterer 29 

Plumber 30 

Printing, Bookbinder 31 

Printing, Compositor 32 

Printing Occupations, Press Operator 34 

Refrigeration Fitter and Air Conditioning Mechanic 37 

Roofer • 38 

Sheet Metal Worker 39 

Sprinkler Fitter 40 

Stationary Engineer 41 

Stearafitter-Pipefitter 42 

Tile Layer 43 

Tool and Die Maker 44 

Truck Mechanic 45 



*AIGs are Apprenticeship Information Guides. Ihey are available from the 
California Department of Industrial Relations, Division of Apprenticeship 
Standards. 

Adapted from the California Apprenticeship Information Guide, Santa Clara 
and San Benito Counties, April, 1983. 
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APRENDIZAJE 



Otra forma de obtener entrenamlento de trabajo es a trav6s de un programa 
de aprendlzaje, Estos programas ofrecen un entrenamlento excelente y una 
buena oportunldad para ganar un buen salarlo. A dlferencla de los 
estudlantes de coleglo, los aprendlces ganan dlnero cuando emplezan a 
trabajar. DespuSs de 3 o 4 anos de entrenamlento, podrian ganar de $15 a 
$24 la hora. Aqul teneraos algunas cosas que debes saber acerca de los 
prograxoas de aprendlzaje: 

6C6mo puedo enterarme de los programas? Exlsten 400 ocupaclones con 
prograxoas de aprendlzaje proporclonados por admlnlstracl6n y slndlcatos, 
pero no todos exlsten en tu comunldad. Cada programa funclona 
separadamente. La Division of Apprenticeship Standards te puede 
proporclonar la direccl6n local. Mlra en el dlrectorlo telef6nlco o 
pregunta a tu consejero o Instructor vocaclonal cuSl es la oflclna m&s 
cercana a tl. Las ocupaclones de aprendlz Incluyen: carplntero, plomero, 
albaiill, panadero, plntor, colocador de mosalcos, operarlo de Imprenta, 
tlntorero, mecSnlco de ref rlgeracl6n y de aire acondlcionado y mecanlco de 
autom6vlles. 

^C6mo puedo particlpar en un programa de aprendlzaje? Las solicitudes 
deben de hacerse al programa, y generalmente se componen de un examen y una 
entrevlsta. El examen generalmente cubre matem^tlcas y lectura que es 
semejante a lo que se requlere en el entrenamlento. Se requlere aptltud 
para las inateradtlcas y la habllldad de leer lngl6s y resolver problemas. 
Algunos programas y organlzaclcnes ayudan a los estudlantes a prepararse 
para estos exSmenes. Los cursos bS&^lcos de un coleglo de la comunldad 
tamblSn proporclonan una preparacl6n buona. 

El prop6slto da la entrevlsta es juzgar qu6 tan Interesado est&s en la 
ocupaclon. Cuesta bastante al programa si un Indlvlduo partlclpa en el 
entrenamlento y lo deja. 

DespuSs de que el examen y la entrevlsta tlenen lugar, sucede una de dos 
cosas: 1) El Programa de Aprendlz podrla encontrarte un trabajo en ese 
campo o 2) Te dan una llcencla para encontrar tu proplo trabajo. Se 
exlglrS que partlclpes en un programa de aprendlzaje mientras trabajas. 
Podrias contlnuar con el entrenamlento durante varlas semanas o por l?s 
noches, pero se te paga por todo tl tlempo que trabajes. 

d Qul^n puede sollcltar entrenamlento? Los programas de aprendlzaje est&n 
ablertos a hombres y mujeres que pueden flslcamente trabajar en un trabajo 
vocaclonal. Generalmente, se require que tengan habilldad para las 
matem^tlcas, InglSs, lectura y destreza manual. 
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iCxi&les son las ventaias del aprendlzaie? 

Li Buen en trenamlento . Los programas de entrenamlento est^n bien 

organlzados y ensenan a los Indlvlduos todos los detalles del trabajo. 

2. Ser mlembro de un slndlcato , Esto garantlza clertos beneflclos como 
mejor salarlo, seguro medico y plan de jubllacl6n (retlro). 

3. Apren de mlentras trabajas . El salarlo de los aprendlces es s6lo un 
porcentaje de lo que reclbe un trabajador entrenado. En algunos casos este 
porcentaje es de un 70%. 

6Cuales son las desventajas del aprendlzaie? 

h. El traba jo es duro . En algunas ocupaclones el trabajador estk al aire 

libre en cualquler clase de cllma y se requlere bastante trabajo flslco. 

li Rlesgos de lastimarse. Algunas ocupaclones exlgen levantar cosas 

pesadas, trabajar en lugares altos y trabajar usando maqulnarla de alta 
velocldad. Sin embargo, otras ocupaclones tienen las mismas desventajas 
sin los beneflclos del aprendlzaje nl los del slndlcato. Por ejemplo, un 
plntor que no pertenece a un slndlcato est^ sujeto a los mismos rlesgos que 
otro que es mlembro del slndlcato, pero tendr^ menos beneflclos. Como es 
mAs f^cll obtener trabajos no slendo mlembro de slndlcato esos trabajos 
proporclonan experiencla. 

C6mo estudlar un programs de aprendlzaie 

1. iA qul^n conozco en un programa de aprendlzaje? iQu6 tengo que hacer 
para obtener lnformacl6ii de programas de aprendlzaje? 

2. En las slgulentes p^glnas encontrar^s una llsta de programas de 
aprendlzaje. iCu^les serlan rods interesantes para ml? 

3. iCu^ntos aiios estarla yo dlspuesto a pasar en un programa de 
aprendlzaje? 

4. lQn& debo hacer para prepararme para sollcltar Ingresar en un programa 
de aprendlzaje? (Generalmente se deber^ tener 18 anos de edad por lo 
menos, un diploma de secundaria (high school o GED) y habllidades en 
matematlcas e ingles.) 

5. iCu^les serlan las ventajas y desventajas para ml en un programa de 
aprendlzaje? 

6. Es dlficll Ingresar a un programa de aprendlzaje. iQu^ puedo hacer 
para mejorar mis oportunldades de Ingreso? 

FIVE VOCATIONAL AREAS: TRADE & INDUSTRY 153 



151 



HANDOUT 6: SPANISH 

EJEMPLOS DE PROGRAMAS PARA APRENDIZ 



nfimero AIG* 



Reparador de Carroceria y Guardafangos de Automotriz 2 

Mecdnico de Automotriz 3 

Barbero/Peluquero 4 

Calderero (Construcci6n y Reparaci6n) 5 

Enlad^illado^/Al^anil 7 

Carpintero 8 

Instalador de Alfombras, Lin6leum y Mosaico 9 

Albafiil 10 

Top6grafo 11 

Cocinero (Culinaria) 12 

Constructor de Muros de Piedra/Alfarero 13 

Electricista (Construcci6n) 14 

Cortador y Vidriero 16 

Herrero (Taller) 17 

Herrtrro (Construcci6n) 18 

Ocupaciones en Litografia 20 

Maquinista 23 

Carnicero 24 

Ingeniero de 0peraci6n 27 

Pintor, Decorador e Instalador de Papel para Parades 28 

Yesero/Eraplastador 29 

Plomero 30 

Impresor, Encuadernador de Libros 31 

Impresor, Cajista 32 

Ocupaciones de Lnprenta, Operario de Prensa 34 
Ajustador de Refrigeraci6n y Mecdnico de Aire 

Acondicionado 37 

Constructor de Techos 38 

Obrero de Lamina de Metal 39 

Ajustador de Sistema de Riego 40 

Ingeniero de Motor Fijo 41 

Ajustador de Vapor/ Ajustador de Tuberla 42 

Instalador de Mosaico 43 

Constructor de Troquel y Herramienta 44 

Mecinico de Camiones 45 



^AIG es el nombre de unos libritos que se pueden consegulr del 
Division of Apprentice Standards. 
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Activity seven; Pick a Career In Trade and Industry > To summarize the 
information for their own use, have students complete Pick a Career in 
Trade and Industry (Handout 7). 
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PICK A CAREER IN TRADE AND INDUSTRY 

Directions : This exercise Is to help you summarize Information on a job of 
your choice In the area of Trade and Industry, What job Interests you? 



Find out as much as you can about the job of your choice. Use sources as 
job descriptions, a career center, yellow pages, want ads, interviews of 
people doing the job, 

!• Answer the following questions concerning your choice: 

Yes No 

a. Does the job require manual dexterity? 

b. Would your work primarily be done through a 
microscope? 

c. Would you work in a "clean room" and wear a 
"bunny suit" (a white suit that covers all 
your clothes)? 

d. Are there evening shifts? 

e. Would you need to work with schematic drawings? 

f . Would you work with blueprints and diagrams? 

g. Would you work with precision instruments to do 
very precise work? 

h. Would you need to use basic math skills? 

(How would math be used on the job?) 

1. Would you work with large mechanical equipment? 

j. Is it possible to lose your job because the task 
could be automated? 

k. Would you generally work with things using your 
hands rather than sort or create data? 

1. Would there be an end product that was complete as 
a result of your work? 
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2. Answer these questions about pay and training, 

ra. How much training would you need to do the job? 
n. What would your beginning salary be? 



o. What next step could you advance to after an 
entry-level position? 



3. Why are you interested In this job? Check the reasons below that apply to 
you and add your own reasons, 

a, I like to work with my hands. 

b. Machines have always Interested me, 

c, I like to see completed products as a part of my work, 

d. Shift or night work would appeal to me, 

e, I would like to learn technical skills, 

f • I am willing to work hard to get Into an apprenticeship 

program, 

g. I like to work with very large things or machines, 

h. Precision work with my fingers and hands Is very satisfying 

work to me, 

1» I am more comfortable working with my hands on things on the 

job than working with people or data, 

j. The manufacturing floor of a large plant would be an 

Interesting place to work, 

k, I would welcome the opportunity to use my artistic skills on a 

job. 

1. I would eventually like to run my own business, 

m. I really like to figure out what makes machines and engines 

go* 

n, I don't mind getting dirty on the job, 

o, I really want to be physically active on a job, 
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HANDOUT 7 T&I: ENGLISH (Cont.) 



Other reasons: 



A, Make a summary of your job choice • Include your salary, training 
needed, work environment, and skills needed. Explain how your personal 
life plans and values fit into this job choice • If possible, interview 
someone working in a job in Trade and Industry. Tell the advantages and 
disadvantages of your job choice. 



5. What steps are needed to reach your ideal job in trade and industry? 
These steps might include summer or part-time jobs, high shool classes, 
college or other training. Then you might have two or three jobs before 
you learn enough to be promoted to the job you want. On the line below, 
make a list of the steps you might take in the next ten or fifteen 
years. 



X 



X 



X 



X 



Age 



15 



20 



25 



30 
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ESOOGE UNA CARRERA EN COMERCIO E INDUSTRIA 



Instrucclones ; Este ejercicio sirve para ayudarte a sumarizar la 
informacion de un trabajo que escojas en el &rea de comercio e Indus tria. 
iQu6 trabajo te interesa? ^ . 

Investiga tanto como puec'as el trabajo que hayas seleccionado. Usa fuentes 
de infonnaci6n como descr.lpclones de trabajo, el centro de carreras, las 
p&ginas amarillas del dirfectorio, avisos en los peri6dicos, entrevistas a 
personas que est&a haciendo ese trabajo. 

1. Contesta las siguientes preguntas que se refieren a su selecci6n: 

SI NO 

a) LEI trabajo requiere habilidad mcnual? 

b) iTu trabajo serla hecho principalmente, mirando 

por un microscopio? 

c) iTrabajarlas en un "cuarto limpio" (clean room) 
y usarlas un traje bianco que cubre toda tu ropa 

(bunny suit)? 

d) iHay turnos de trabajo por las noches? 

e) ^Necesitarlas trabajar con dibujos esquem&ticos? 

f ) iTrabajarlas con copias heliogr&ficas y diagramas? 

g) iTrabajarlas con Instrumentos de precisi6n para hacer 

un trabajo muy preciso? 

h) iNecesitarlas usar conocimientos de matemdticas? 

(6C6mo se usarlan las matemfiticas en el trabajo?) 

i) iTrabajarlas con equipo mec&nico grande? 

j) iEs posible que perdieras el trabajo porque feste 

podrla ser automatizado? 

k) iGeneralmente trabajarlas con las manos mas bien que 

creando datos? 

1) iHabrla un producto final como resultado de tu trabajo? 
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2. Refl6rete a la descrlpcl6n de trabajo para contestar 
estas preguntas acerca de pago y entrenamlento. 

m) iCudnto entrenamiento necesltarlas para hacer el trabajo? 

n) 6Cudl serla tu salarlo para erapezar? 

o) Lk qu6 podrlas avanzar despuSs de empezar con un puesto al nlvel de 
entrada? 

3. 6Por qu6 est&s Interesado en este trabajo? Marca las razones que aparecen 
aha jo y que se apliquen a ti y a tus razones propias* 

a) Me gusta trabajar con mis manos. 

b) Slempre me han Interesado las mfiqulnas. 

c) Me gusta ver productos completos como parte de ml trabajo. 

d) Me gustaria trabajar en cualquier turno de horas de trabajo, 

e) Me gustaria aprender habllldades t^cnlcas. 

f ) Estoy dispuesto a trabajar duro para entrar en un programa de 

aprendices, 

g) Me gustaria trabajar con cosas o radqulnas muy grandes, 

h) Es muy satlsfactorio para ml trabajar con mis manos y dedos en 

trabajos de precisl6n. 

i) Estoy m&3 contento trabajando con mis manos en cosas, que con gente 

o datos. 

j) Serla muy interesante trabajar en una fdbrica grande. 

k) Me encantarla tener la oportunidad de usar mis habllldades artlstlcas 

on un trabajo. 

1) Eventualmente, me gustaria tener ml proplo negoclo. 

m) Realmente me gustaria saber corao funclonan las mdqulnas y aprender 

mecdnlca. 

n) No me Importa ensuclarme en el trabajo. 

o) Realmente qulero estar actlvo flslcamente en el trabajo. 

FIVE VOCATIONAL AREAS: TRADE & INDUSTRY 161 



158 



HANDOUT 7T&I: SPANISH (Cont.) 
Otras rcLzones: 



A. Sumarlza el trabajo que escoglste. Incluye tu salarlo, entrenamlento 
necesarlo, ambiente de trabajo y habilidades que se necesitan. Explica 
como tus planes y valores de tu vlda personal se acomodan en el trabajo 
que selecclonaste. Si es posible, entrevlsta a algulen que trabaje en 
el comercio y la industria. Mira cuales son las ventajas y desventajas 
del trabajo que escoglste. 



5 LQ\x^ pasos necesltas dar para alcanzar tu trabajo Ideal en el campo del 
comercio y la industria? Estos pasos pueden incluir trabajos de verario 
o de medio tiempo, clases de secundaria, de colegio o algiin otro 
entrenamiento. Asl, tendr&s dos o tres trabajos antes de que puedas 
ascender al trabajo que quieres. En la llnea de abajo, haz una lista 
de los pasos que podrlas tomar en los diez o quince aiios que siguen. 



X 



X 



X 



X 



Edad 



15 



20 



25 



30 
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FABRICATION OPERATOR 



Typical taskci: Fabrication operators work with silicon wafers. The wafers 
are disks a few inches across. They are made of special materials in a 
very exact way. The microchips which make computers run are cut from 
wafers. Fabrication operators make, sort, or break wafers. As this 
industry is mechanized, they may operate and monitor machines which make 
wafers. 

Working conditions: Much of the work is done in sterile "clean rooms", 
Tue workers wear white "bunny" suits to cover their clothes, hair, and 
shoes. Some of the work is done by looking through a microscope. 

Training and qualifications: A high school diploma may be required. 
Abilities to follow directions and simple schematic plans as well as a 
willingness to do a task over and over are needed for the job. It may be 
necessary to learn new skills as the manufacturing process changes. 

Job outlook: Currently some companies hire trainees for this position. As 
more companies automate, there will be less need for fabrication operators. 

Earnings: Trainee positions pay between $4,25 to $6,00 an hour. Advanced 
fab operators earn $5,50 to $8,00 an hour. 

Advancement: Companies must constantly train operators as processes 
change, A motivated individual will be given opportunities to learn new 
skills, 

Langueje Skills: An individual must be able to read and understand simple 
directions in English, Limited use of bilingual skills. 
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OPERARIO DE FABRICACION/FABRICATION OPERATORS 



Tareas Tlplcas: Estos operarlOF trabajan con discos de slllc6n (wafers). 
Los discos son clrculos de dos o tres pulgadasde dlametro. Est&n hechos de 
mater lales especlales en una manera exacta. Las micro flchas (microchips) 
que hacen que las computadoras funclonen, se cortan de los discos. Los 
operarlos de fabrlcacl6n hacen, sortean o rompen discos. A medlda que esta 
Industrla se mecanlza, ellos podrian operar e Inspecclonar las mSqulnas que 
hacen los discos. 

Condlciones de Trabajo: Gran parte del trabajo se hace en "habltaclones 
llmplas" est6rlles. L^^s trabajadores usan trajes blancos (bunny) que 
cubren todas sus ropas, cabello y zapatos. Parte del trabajo se hace 
mlrando a trav^s de un mlcroscoplo. 

Entrenadento y Calif Icaclones: Podrla pedirse un diploma de la secundaria 
(high school). Se neceslta poder segulr dlrecciones y planes esquemiltlcos 
simples y estar dlspuesto a repetlr una tarea una y otra vez« Podrla 
necesltarse aprender habllldades nuevas a medlda que el proceso de 
fabrlcacl6n cambla. 

Perspectlvas de Trabajo; Algunas companlas estSn tomando aprendlces para 
este trabajo. A medlda que m&s companlas se automatlcen, habrd menos 
necesldad de operarlos de fabrlcacl6n. 

Salarlos: Los aprendlces ganan entre $4.25 y $6.00 la hora. Los operarlos 
experlmentados ganan de $5.50 a $8.00 la hora. 

Ascensos: Las companla deben entrenar constantemente a los operarlos a 
medlda que camblan los procesos. Un Indlvlduo motlvado teudrd oportuddad 
de aprender habllldades nuevas. 

Lenguaje: Un indlvldujo deberd leer y entender dlrecciones simples en 
lngl6s. Hay poco uso para el espanol. 
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ELECl'IiONICS TESTER 



Typical Tasks: Electronics testers perform a variety of tests on 
electronic components that have been asseii^bled on the line. They a?ust be 
able to work from manuals and schematic tilagrfa^vs, ^xid have a knowledge of 
components, wire sizes, and color codes, in addition to standard hand 
tools y they might use Instruments such as oscilloscopes, and volt meters. 

Working Conditions: Testers will work at tables or work stations near the 
assembly lines. The room Is usually large, well-lighted, quiet, and clean. 
Shift work Is often required. 

Training and Qualifications: One to two years of technical training is 
generally required. There are courses in community colleges and other 
training agencies. Testers may start as assemblers thnd move up with 
experience and training. 

Job Outlook: The outlook of the experienced tester Is good. Most 
employers report that the number of testers in thair firms will remain 
constant but job opportunities will be created by turnover ^ Applicants 
seeking entry-level positions will face competition because employers 
prefer to promote in-house employees to this position. Opportunities will 
be better for those who have related assembly experir-mce. 

Earnings: Entry-level testers earn $5.00 to $6.00 per hour, while vages 
for experienced testers range from $6.50 to $9.50 per hour. 

Advancement: With experience and additional skills, it is possible to move 
up to quality control and technician positions. 

Language Skills: Good English skills are required. Limited use of 
bilingual skills. 
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PROBADOR DE ELECTRONICA/ELECTRONICS TESTER 



Tfiureas Tlplcas: Los probadores de electr6iiica prueban una varledad de 
componentes electr6nlcos que han sldo montados en la llnea. Deben ser 
capaces de trabajar slgulendo dlreclones de manuales 7 dlagramas 
esquem&tlcos, tener conoclmiento de Componentes, medldas de alambre 7 clave 
de colores. Ademds de la herrami enta regular de mano» podrlan usar 
instrumentos como osclloscoplos 7 voltlmetros (medldores de voltlos). 

Condlclones de Trabajo: Los probadores trabajar&n en mesas cercanas a las 
llneas de montaje. osualmente, la habltacl6n es grande, blen llumlnada, 
quleta 7 limple. A me^^udo se requleren turnos de trabajo. 

Entrenamlento 7 Calif Icaclones: Generalmente se requlere tm entrenamlento 
t^cnlco de 1 a 2 anos. Ha7 cursos en coleglos de la comunldad 7 otras 
agendas de entrenamlento. Los probadores podrlan empezar como montadores 
7 ascender con experlencla 7 entrenamlento. 

Perspectlvas de Trabajo: Las perspectlvas para el probador experlmentado 
son buenas . La nia7orla de los patrones Inf orman que el niimero de 
probadores en sus flrmas permanecerd constante, pero los camblos crear^ 
empleos. Oulenes solicitan puestos al nlvel de entrada, encontrardn 
competencla porque los patrones prefleren ascender a estos puestos a los 
empleados que 7a tlenen. Las oportunldades ser&n mejores para qulenes 
tlenen experlencla relaclonada con montaje. 

Salaries: Los probadores a nlvel de entrada ganan de $5.00 a $6.00 la 
hora. Y los que tlenen experlencla reclben de $6.50 a $9.50 la hora. 

AscensoB: Con experlencla 7 habllidades adlclonales, es poslble sublr a 
puestos de control de calidad 7 t6cnlco. 

Lenguaje: Buen Ingles es necesaric. Ha7 poco uso para el espanol. 
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ASSEMBLER (GENERAL) 



Typical Tasks: Assemblers do a variety of tasks depending on the Industry 
in which they are employed. Basically assemblers put together parts of 
manufactured articles. Assemblers might work on items that move past their 
station on conveyors. Work might be done with hand tools, tweezers, 
cutters, soldering irons, power wrenches, or power drills. Assemblers may 
need to read blue prints, and engineering specifications. 

Working Conditions: Depending on the job, assemblers might work at tables 
in a dust-free room. Floor assemblers of industrial machinery may work in 
noisy rooms and be in contact with oil and grease. They may have to lift 
heavy objects. Often they must keep up with the speed of a line. 

Training and Qualifications: A high school diploma is helpful but not 
usually required. Vocational schooling is helpful. Good eyesight and 
hand-eye coordination is needed for employees working with small parts, A 
trainee can often be trained on the job in a few weeks. 

Job OytlQOk: Changes in business conditions directly affect assembly jobs. 
In & gi owing manufacturing business assemblers are always needed. As 
factory orders decline during economic downturns, assemblers may experience 
shortsri^d work weeks, layoffs, and plant closings. 

Earnings: Wige rates for assemblers range from $4.00 to $9.00 an hour. 
Some assemblers are paid piece-work rate and can earn more by working 
f at^ter . 

Advancement: Assemblers with more skills can advance to product repairers, 
product inspection, line leads, or supervisors. 

Language Skills: An individual must be able to understand simple written 
and oral directions in English. Limited use of bilingual skills. 
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MONTADORES (General)/ASSEMBLERS (General) 



Tareas Tlplcas: Los montadores hacen una varledad de tareas dependlendo de 
la Industrla para la cual trabajen. Bdslcamente, los montadores unen las 
partes de artlculos prevlamente fabrlcados. Las montadores podrlan 
trabajar con objetos que van pasando frente a ellos en correas 
transportadoras. El trabajo podrla hacerse con Instrumentos pesados, 
plnzas, cortadoras, soldadores, Haves de tuercas o taladros. Se neceslta 
Ifter coplas hellogrdflca especlficaclones de Ingenierla. 

Condlclones de Trabajo: Estas dependen del trabajo. Los montadores podr&n 
trabajar en mesas en habltaciones sin polvo, Los montadores de maqulnaria 
industrial podrlan trabajar en habitaciones ruidosas y estzr en contacto 
con acelte y grasa. Pudieran tener que levantar objet^;? pesados. A 
menudo, deben trabaiar a la velocidad de una banda. 

Entrenamiento y Calif icasiones: Usualmente no se req -r;^ un diploma de 
secundaria (high school), pero puede ser 6til. La e&cuela vocational es 
util. Se necesita tener buena vista y buena coordinaci6a entre mano y ojo 
si se trabaja con partes pequeiias. Un principiante puede ser entrenado en 
el trabajo en unas cuantas semanas. 

Perspectivas de Trabajo: Los cambios en las condiciones de los nej^>cioR 
afectan directamente los trabajos de montaje. Los montadores sies5pre ef>. 
necesitan en negocios de fabricaci6n que estSn creciendo. Cuando l^i 
economia declina, los montadores podrlan trabajar menos dias, podrlM ser 
dados de baja o las plantas podrlan cerrarse. 

Salarlos: El pago para montadores es de $4.00 a $9.00 o mks la hora. A 
algunos montadores se les paga por pieza y pueden ganar irAs trabaj^-^ndo mis 
rdpid:r^iente. 

Ascensos: Los montadores con m^s habilidad pueden avan?:ar a repar£;iores 
producto, inspecci6n de producto, conductores de llnea o supervisores. 

Language: Una persona debe entender direcciones simples en ingles, orales 
y escritas. Uso limitado de habilidad bilingiie. 
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AUTOMOBILE MECHANIC 



Typical Tasks: Automobile mechanics repair both gas and dlesel-powered 
cars and small trucks. They use a variety of testing Instruments and 
procedures to diagnose problems and then use hand or po%^r tools to make 
adjustments and repairs. Mechanics may become specialists and work on only 
one type of car or do only one kind of repair work such as brakes or engine 
rebuilding. 

Working Conditions: Work Is done for car dealers, Independent repair 
garages, service stations, government agencies and businesses that maintain 
their own fleets. Mechanics usually work In cramped quarters and awkward 
positions. 

Training and Qualifications: Training Is available at community colleges 
and other schools through formal four-year apprenticeship programs. Some 
mechanics learn the trade on the Job, Beginners can start as helpers, 
lubrication workers, or gasoline station attendants and gradually learn 
skills by working with experienced mechanics. Mechanics usually buy their 
hand tools and beginners are expected to accumulate tools as they gain 
experience. 

Job Outlook: With some anticipated gain In new car sales and a heavier 
volume of work due to required smog Inspections ? demand for experienced, 
licensed toechanics should Increase, Mechanics who are narrCrvly specialized 
or not up-to-date will face competition. Inexperienced applicants for 
apprenticeships or trainee positions will face great competition. However, 
state law requires that a percentage of apprenticeahiiv openings must be 
filled by minorities. 

Earnings: Union rates are $11,00 to $25,00 an hour; non-union rates are 
$8,00 to $14,00 an hour. Some non-union mechanics may earn co2:iiji5J?ion, 
Registered apprentices and on-the-job trainees start at 50 to 60 percent of 
the union rate. 

Advancement: Experienced mechanics with lear ishlp ability may advance to 
shop supervisor or service manager. Mechanics who work well with customers 
may become automobile repair service esti^ ^ors. About 1 out of 6 
automobile mechanics is self-employed in a repair shop or service station. 

Language Skills: Good English skills are required. Bilingual skills are 
useful in serving Spanish-speaking clients. 
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MECANICO DE AUTOMOVILES/AUTOMOBILE MECANIC 



Tareas Tlpicasi Los mecdnlcos de automdvlles reparan coches y camiones 
pequenos de gasollna y dlesel. Usein una varledad de Instrumentos de prueba 
y procedlmientos, para dlagnostlcar problemas, y entonces usan herramienta 
de mano o pesada para hacer ajustes y reparaclones . Los mecSnlcos se 
pueden especlallzar y trabajar en un s6lo tlpo de coche; tambl6n pueden 
hacer una sola clase de reparacl6n como por ejemplo, frenos o 
reconstruccl6n de motor. 

Condlclones de Trabajo: El trabajo de hace para agendas de ventas de 
coche, garajes Independlentes, gasollneras, agendas del goblerno y 
negoclaclones que tlenen sus proplos vehlculos. Los mecinlcos generalmente 
trabajan en Areas conflnadas y su cuerpo tlene que adoptar posiciones 
extranas. 

Entrenamlento y Calif Icaclones: Este se puede consegulr en los coleglos de 
la comunldad y otras escuelas a travSs de programas de A anos de 
aprendlzaje formal. Algunos mecdnlcos aprenden el oflclo trabajando en 61, 
Los prlnclplantes pueden empezar como ayudantes, trabajadores de 
lubrlcacl6n o en una gasollnera y aprender el oflclo poco a poco trabajando 
con mecdnicos experimeutedos, Los mecdnicos usualmente compran sus propia 
herramienta y van acumulando m&s, a medida que aumenta su experiencia. 

Perspectivas de Trabajo; La demanda por mecAnicos con licencia deberS 
aumentar puesto que se anticipan ventas de coches nuevos que necesitan 
inspecciones de "smog** obligatorlas. Los mec4nicos que tlenen muy poca 
especlallzacl6n o no est&n al dla, tendrSn mucha competencie. Los 
sollcltantes que deseSn puestos de aprendlz tendrSn muchos competldores. 
Sin embargo, la ley del estado ordena que un porcentaje de los aprendices 
deben ser de las minorlas. 

Selaiios; Si pertenecen a un sindicato (uni6n), pueden ganar de $11 .00 a 
$25.00 poi hora; si no, ganar de $8.00 a $1A,0C por hora. Algunos 
mec&nicos que no pertenecen al sindicato pudieran ganar comisi6n. Los 
aprendices y quienes reciben entrenamiento en el trabajc empiezan con el 
50-60% de los que se mencionan arriba. 

Ascensos; Los mecSnicos con habilidad de llder vodrlan avanzar a 
supervisor de taller o gerente de servicio. Los raec^nicos que pueden 
relacionarse bien con los clientes pueden llegar a evaluadore^ del servicio 
de reparaci6n de autora6viles. Casi 1 de cada 6 mecSnicos de autom6vil 
trabaja para si misrao en un taller de reparaci6n o en una estaci6n de 
servicio. 

Lenguaje: Buen ingl6s es necesario. Es util hablar espanol para atender 
al publi'-o de habla hispana. 
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JANITOR (CUSTODIAN OR HOUSEKEEPER) 



Typical Tasks: Janitors sweep, clean and do some routine repair and 
maintenance tasks. 

Working Conditions: Janitors work In a variety of settings such as 
offices, hotels, factories, hospitals, schools, and other buildings. They 
also might work In outdoor areas as shopping center malls and amusement 
parks • 

Training and Qualifications; Janitors should be able to read and follow 
Instructions, be bondable and have stable work records. Janitors should 
have a driver license since they often work an evening or night shift. 
Employers prefer applicants who have a working knowledge of cleaning 
chemicals and know how to use power equipment such as buffers. Applicants 
with an In-depth knowledge of floor maintenance (different techniques for 
wood, tile, and carpets) have an advantage In competing for work. 

Job Outlook: On a national level, the outlook for janitors Is excellent. 
However, when large number of people are unemployed, competition will be 
great for the Inexperienced jobseeker. 

Earnings: Entry-level wages range from $4.00 to $7.00 per hour. For the 
experienced workers salaries range frOui $4.75 to $10.00 per hour. 

Advancement: Janitors can advanr^e to a supervisory position or to owning 
their own business. 

Language Skills: Basic English is needed for most, but not for all jobs. 
Limited use of bilingual skills. 
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CONSERJE/ JANITOR, CUSTODIAN OR HOUSEKEEPER 



Tareas Tl picas: Los conserjes barren, llmplan y hacen algunas reparaclones 
rutlnarlas y trabajo de mantenlmlento. 

Condlclones de Trabajo: Los conserjes trabajan en dlferentes lugares como 
oficinas, hoteles, fdbricas, hospitales, escuelas y otros edlflclos. 
TamblSn pudleran trabajar al aire llbre en centres comerclales y parques de 
divers l6n« 

EntrenamlentO 7 Calif Icaclones: Los conserjes deberSn leer y segulr 
instrucciones, tener una fianza y records de trabajo estable, Deben tener 
llcencla para manejar porque a menudo trabajan parte de la noche o toda la 
noche. Los patrones prefleren personas que conocen el uso de substanclas 
qulmicas para limpleza y que saben usar mSqulnas como las pulldoras. Los 
sollcltantes que saben como conservar plsos (t^cnicas dlferentes para 
madera, mosalco y alfombras) tlenen una ventaja al competlr por un trabajo. 

Perspectlvas de Trabajo: Al nlvel naclonal, las perspectlvas para 
conserjes son excelentes. Sin embargo, cuando exlste mucho desempleo, la 
competencla serd dura para qulen busca trabajo y no tlene experlencla, 

Salarlos: El nlvel de entrada va de $4.00 a $7.00 la hora. Los 
trabajadores experimentados ganan de $4.75 a $10.00 la hora, 

Ascenaos: Los conserjes pueden ascender a puestos de supervlsl6n o ser 
duenos de su negoclo proplo. 

Lenguaje: Se neceslta lngl6s b&slco p&ra casl todos los trabajos. El uso 
de espanol es llmitado. 
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TECHNICIAN 



Typical Tasks: Tasks will vary according to the Industry in which a 
technician is employed. In production, technicians follow plans and 
general directions of engineers and scientists for the development of the 
product. They may prepare specifications for materials, devise tests to 
insure product quality, or supervise production workers. They may keep 
engineers and scientists informed on progress. 

Working Conditions: Technicians work along with assembly or other 
production workers in a large room. The room may be quiet or noisy, clean 
or associated with grease and oil depending on the product being 
manufactured • 

Training and Qualifications: Employees prefer applicants who have some 
specialized technical training. Such training is available at technical 
institutes, in ROP programs, coiPJiunity colleges, and vocational-technical 
institutes. Sometimes technicians can be trained on the job. Some qualify 
from experis^nce gained in the Armed Forces. Technicians should have an 
aptitude for mathematics and science. An ability to do detailed work with 
a high degree of accuracy is necessary. Technicians need to be able to 
work independently and have manual dexterity to work with a variety of 
tools and equipment. 

Job Outljok: Industrial expansion and the increasing complexity of modern 
technology will create better than average opportunities for technicians 
throughout the 1980 *s. Technicians will be needed in the life science 
(agricultural and biological technicians), engineering, and physical 
science (geological technicians) areas. 

Earnings: Salaries will vary according to the industry and location. The 
range will be from $10,000 to $22,000 a year. 

Advancement: Technicians usually begin work as tralncees in routine 
positions under the direct supervision of an experienced technician, 
engineer, or scientist. With experience, they may move into supervisory 
positions. 

Language Skills: Good English skills are needed, f' l lingual skills may be 
useful for communicating with Spe ^ish-speaking production workers. 
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TECNICOS/TECHNICIANS 



Taraas Tlplcas: Estas varlan de acuerdo con la Industrla en que un t^cnlco 
est6 empleado. En la produccl6n, los ::6cnlcos slguen los planes y 
dlrecclones generales de Ingenleros y clentlflcos para el desarrollo del 
producto. Ellos podrlan preparar especlflcaclones para materlales, 
Inventar pruebas para asegurar la calldad del producto, supervlsar a los 
trabajadores de produccl6n. Podrlan tambl6n, mantener a los Ingenleros y a 
los clentlflcos Informados del progreso. 

Condldones de Trabajo: Varlan de acuerdo con el producto que se ham^ 
Los t6cnicos trabajarfin juntamente con los trabajadores de ensamblaje ':i 
otros, en una habltaci6n grande. El cuarto podrla ser quieto o ruidoso', 
limpio o asociado con grasa y aceite, segun el producto que se fabrique, 

Entrenamlento y Calif icaciones: Se prefiere solicitantes que tengan algdn 
entrenamlento t6cnico especializado. Este entrenamlento se obtlene en 
Instltutos t6cnlcos, en programas de ROP, en coleglos de la comunldad y en 
instltutOL vocaclonales-t6cnlcos. A veces los t6cnlcos pueden adquirir 
entrenamlento en el trabajo, sfn embargo, usualmente se necesita mks 
entrenamlento formal. Otras personas calif lean por la experiencia que 
adquirieron en las Fuerzas Armadas (Armed Forces). Los t6cnicos deben 
tener aptitud para las matemSticas y la ciencia. Es necesario ser h&bil 
para hacer trabajo detallado y con mucha precisi6n. Los t6cnicos necesitan 
trabajar independientemente y tener habilidad manual para trabajar con una 
variedad de instrumentos y equipo. 

Perspectivas de Trabajo: La expansi6n industrial y el complicado 
crecimiento de la tecnologla moderna, creard m&s oportunidades de empleo 
que las que existen en otras ocupacicnes durante los anos de 1980. Los 
tfecnicos se necesltardn en las ciericias de la vida (t6cnicos agrlcolas y 
biol6gicos), ingenieria o ciencia flsica (ticnicos geol6gicos). 

Salarios: Varlan de acuerdo con la industrla y la localidad. Van de 
$10,000 a $22,000 anuales. 

Ascensos: Los t6cnlcos empiezan generalmente como aprendlces en puestos 
rutinarios bajo la supervlsi6n directa de un t6cnico con experiencia, un 
Ingeniero o un clentlfico. Con mda experiencia, pueden ascender a puestos 
de supervision* 

Leaguaje: Buen ingl6s es necesario. El saber esparol puede servlr para 
ccsimunicarse con los companeros de trabajo de habla hispana. 
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CABLE TV INSTALLER 



Typical Tasks: Cable- rv installers wire subscribers* homes for cable 
service. Installers string wire from a pole or underground vault to a 
home. They also test cables for signal strength and troubleshoot problems. 
Technicians, a higher level job, maintain and repair cable systems. 

Working Conditions: Installers work outside from utility poles and 
ladders e Installers must have the ability to lift up to 60 pounds. 

Training and Qualifications: Training is on the job. Installers must have 
the ability to climb and to work on top of utility poles and ladders. In 
audition, installers should have basic math and reading skills, mechanical 
aptitude, manual dexterity, and ability to deal with customers effectively. 
A driver's license and a good driving record are necessary. 

Job Outlook: There is slow to moderate growth in employment. However, as 
the economy and homebuildlng pick up and as new kinds of cable services 
become available, there could be a significant increase in the number of 
installers needed. 

Earnings: Wages for entry-level installers range from about $5.00 to 
$8.50/hour; experienced installers earn from $5.75 to $11.00/hour. 
Installers who advance to maintenance technicians earn from $6.00 to $12.00 
or more an hour. 

Advancement: Installers with additional experience can become maintenance 
technicians. 

Language Skills: The ability to communicate well in English is needed. 
Bilingual skills are useful in serving Spanish-speaking clients. 
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INST.«ja)ORES )Z T:^iu-.CABLE/CABLr:-TV INSTALLERS 

Tareas Tlplcaa: Los iast;^,v:^ 'or.es de tele-cable conectan el servicio de 
cable a las casas de los subscrlptores. Los Instaladores atan alambre 
desde un poste o s6tano a una casa, prueban cables para conocer y 
Qoluclonar cualquler problema. Los tScnlcos (trabajo a mayor nlvel), 
conservan y reparan los slstemas de cable. 

Condlclones de Trabajo: Los instaladores trabajan al aire libre desde 
postes y escaleras. Los instaladores deben ser capaces de levantar hasta 
60 libras. 

Entrenamiento y Calif icaciones: El entrenamiento se hace en el trabajo, 
Los instaladores deben poder trepar y trabajar en los postes y escaleras. 
AderaAs, deben saber matemdticas bdsicas y leer bien, tener aptitud 
mecdnica, habilidad manual y poder trabajar bien con los clientes. Es 
necesario tener licencia de mane jar y un buen record para mane jar, 

Perspectivas de Trabajo: El aumento de empleo va de bajo a moderado. Sin 
embargo, a medida que la economla y construcci6n de casas se mejore y haya 
clases nuevas de servicio de cable, podrla aumentar la necesidad de 
instaladores de cable. 

Salarios: El pago para nivel de entrada va de casi $5.00 a $8.00 la hora; 
los instaladores experimentados ganan de $5.75 a $11.00 la hoi a. Los que 
avanzan a t6cnicos de mantenimiento ganan de $6.00 a $12.00 o mis por hora. 

Ascensos: Los instaladores con experiencia adicional, pueden llegar a ser 
t6cnicos de mantenimiento. 

Lengr ije: Buen ingl6s oral y escrito es necesar \o. El espanol puede 
servir para hablar con clientes de habla hisoana. 
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SIGN PAINTER 



Typical Tasks: Sign painters design, lay out and print signs and posters. 
They work on wood, metal, plastic, cardboard, cloth, glass, and other 
materials. Sign painters do all types and styles of lettering by hand. 
They estimate the amount of materials required, make reports and keep work 
records. 

Working Conditions: Much of the work is done in small shops of 2 to 25 
employees. Outside of the sign painting companies, sign painters work in a 
variety of industries such as outdoor advertising, advertising services, 
motion picture studios, retail stores, industrial plants, and local 
government . 

Training and Qualifications: No specific training programs exist for sign 
painters in most areas. A graphics course with knowledge of letter 
structure and color are needed skills. Much of the training for sign 
painters is on the job. 

Job Outlook: The number of sign painters employed in California is 
projected to be 4,300 in 1985. Turnover in sign painting is quite low. 
Vacancies are usually filled with experienced or trained workers. 

Earnings: Earnings are $5.00 to $18.00 an hour for non-union workers; 
union workers earn $11.19 up to $20.00/hour. 

Advancement: Advancement is in terms of higher earnings or owning one's 
own shop. 

Language Skills? Basic English skills are required. Bilingual skills may 
he useful in pt Uiting signs in Spanish. 
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PINTORES DE ROTULOS/SIGN PAINTERS 



Tareas Tlplcas: Los plntores de r6tulos, dlnenan, trati^^ e Imprimen 
r6tuloS| carteles y anunclos. Trabajan en maderay metal, p:^.^3tlco, cart6n, 
tela, vldrlo y otros materials. Tambl6n hacen a maxir* todo tlpo y e^tilo de 
letras. Ellos calculan la cantldad de materlales que nec^sltan, hacen 
reportes y mantlenen records de trabajo. 

Condlclones de Trabajo: La mayor parte del trabajo se hace en talleres 
pequefios de 2 a 25 empleados. Fuera de las compania de plntura de r6tulos, 
los plntores trabajan en Industrlas como anunclos al exterior, servicios de 
anunclos, estudlos de cine, tlendas de venta al menudeo, plantas 
Industrlales y goblerno local. 

Entrenamlento y Calif icaclones: No existen programas especlficos para este 
tipo de trabajo en casi ninguna &rea. Se necesita un curso de dibujo 
gr&fico con conocimiento de dibujo de letras y coordinaci6n de colores. 
Gran parte del entrenamlento para plntores de r6tulos se hace en el 
trabajo. 

Perspsctlvas de Trabajo: Se calcula que el ndmero de plntores empleados en 
California en 1985 seria de 4,300. Hay muy pocos pintores que dejan su 
trabajo. Las vacantes se lleaan por lo general, con pintores con 
experiencia o con entrenamlento r 

Salaries: Van de $5.00 a $18.00 por hora (no sindicalizados), y $11.19 a 
$20.00 la hora (sindicalizados). 

Ascenaos: Consiste en ganar m^s sueldo o tener su taller propio. 

Lenguaje: El ingl6s ' ' ^ico es necesario. El espahol puede servir para 
pintar r6tulos en esp., .ol. 
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COMMERCIAL ARTIST 



Typical Tasks: Commercial artists Illustrate and design magazine, 
newspaper, and T.V. advertisements. They may also Illustrate catalogs, 
brochures. Instruction manuals, and technical literature. They can design 
book and record jackets, textiles, and many other Itens requiring visual 
appeal. Some of the specialists In the field are fashion Illustrators, 
medical Illustrators, cartoonists and animators. 

Working Conditions: Many coimnerclal artists are full-time salaried 
employees who work In offices and studios. A large proportion of 
commercial artists are freelancers who are paid by the job. Both freelance 
and salaried commercial artists must meet tight deadlines which at times 
necessitates long hours of work. 

Training and Qualifications: Demonstrated ability and talent is more 
important rather than formal training for success in the commercial art 
field. To gain employment, an individual needs to have a portfolio of 
exampl^^a of his/her best work. To put together a successful portfolio, 
most aspiring artists benefit from commercial art courses in a college, an 
art school, or a vocational program. 

Job Outlook: Because few formal entry quallflcetlons exist, there is a 
large supply of people who at least partially qualify for entry. So great 
competition exists for salaried jobs and freelance work. However, those 
with talent and graphic art skills will be in demand. 

Earnings: Individuals often enter the field in paste-up or layout jobs 
which pay little mote than minimum wage* Earnings for freelancers vary 
with talent and experience. Art directors can iBake up to $30,000 or 
$40,000 per year. 

Advemcement: From paste-up or layout jobs, talented commercial artists can 
move up to assistant art director or art director. Advancement for 
freelancers is the establishment of a steady supply of clients. 

Language Skills: Good communications skills are required to discuss the 
work to be done. Knowledge of Hispanic culture may be usefu] in certain 
kinds of illustration and advertisement, but there is little need for 
bilingual skills. 
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ARTISTA COMERCIALVuOMMERCIAL ARTIST 



Tcureas Tlplcas: Los artlstas comerclales llustran y dlsenan anuncios para 
revlstas, perl6dlcos y televlsl6n asl como para catSlogos, folletos, 
manuales Instructlvos y llteratura tScnlca. Pueden hacer el dlseno para 
cublertas para llbros y discos 9 textiles y muchas cosas m&s que requleren 
atraccl6n visual. Algunos de los eapeclallstas en este campo son 
llustradores de modas, llustradores medicos, cartonlstas y anlmaciores. 

C^ndiclones de Trabajo: Muchos de los artlstas comerclales son empleados 
de tlempo completo que trabajan en oflclnas y estudlos. Gran parte de 
estos artlstas trabajan Independlentemente y hacen proyectos Indlvlduales 
para qulen dese6 sus servlclos. Tanto los artlstas comerclales 
Independientes como los que trabajsm por un salarlo, deben traba^ar muchas 
horas porque el trabajo necesita ser termlnado dentrc de cor to tlempo. 

Entrenamiento y Calif icaclones: Habllldad y talento m^s que cntrenamlento 
fori;;al es lo que se necesita para tener ^xlto en el campo del arte 
comer clal. Para tener un empleo, la pers^Dna necesita tener un por taf olio 
de ffiuestras de su mejor trabajo. Para org^^nlzar un por taf olio, la mayor la 
de los artlstas asplremtes toman clases de arte en un colegloi una escuela 
de arte o un programa vocaclonal. 

Perspectlvas de Trabajo: Como exlsten muy pocas calif Icaclones formales de 
entrada, hay muchas personas que calif lean, por lo menos en parte, para 
entrar en estos empleos. Hay una gran competencla para los trabajos con 
salario y tambl6n para los independientes. Sin embargo, quienes tienen 
talento y habilidad en arte, tendrSn mSs demanda. 

Salarios: A menudo, los trabajadores empienzan como maquetadorea» que ^a 
un poco mks que el salario mlnimo. Los sa drios para los independii s 
varlan con talento y experiencia. Los directores pueden ganar ' .a 
$30,000.00 o $40,000.00 anuales. 

Aflcensos: De dibujantes maquetadores los art* ' '^tas comerclales pueden 
llegar a ayudante de director artlstico o direct - artlstico. Los avances 
para los artlstas independientes es el tener un grupo constante de 
clientes. 

Lenguaje: Buen ingl6s oral y escrito es necesario. Un conoclmiento de la 
cultura latina puede servir para ciertos proyectos. 
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SOLAR ENERGY TECHNICIAN 

Typical Tasks: Solar (or sun based) energy system Installers work either 
in retrofits (ciianging existing systems) or in new construction. 
Installers usually mount preassembled solar panels on roofs cmd install 
storage tanks, pumps, valves, piping, and ducts. Installers set up 
electrical controls, interpret blueprints and perform routine maintenance 
tasks • 

Working Conditions; Solar energy system installers work outdoors much of 
the time. Ii> new construction, installers may work in the unfinished 
buildings. Installers must lift heavy objects, walk on roofs, and work in 
cramped areas. There are risks of cuts from tools, burns from hot pipes, 
and electrical shock. 

Tr«^ A a wid Qualifications: The most common training in this occupation 
is on the job. In some areas training exists through nonprofit training 
organizations and community colleges. The length of formal training can 
vary from four months to two years. Employers hire mostly experienced 
^::rkers who have plumbing skills including copper pipe soldering. Welding, 
Bl metrical, and carpentry abilities are considered helpful. 

Job Outlook: Opportui^lties in the solar energy field change depending on 
the economic and political climate. Most hiring of installers will be for 
those ^ho retrofit solar systems into existing buildings. Openings that 
exist are easily filled by qualified workers from one or more of th^i 
e&^rablished trades. 

Earnings: Entry-level wages are $6.00 to v3rOO an hour; union experienced 
installers can earn up to $?3*vO an hour. 

Advancement: Advancement as a solar ener]?y installer is not well 
established at this time. Some possibilities might include estimators, 
salespersons, or managers. 

Language Skills: Good English skills are usually needed to acquire skill 
training in a trade. Limited use of bilingual skills c 
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II^STALADORES DE SISTEMA DE ENTRGIA SOLAR/SOLAR ENGERGY SYSTEM INSTALLER 



ERIC 



Teireas Tlplcas: Estos Instaladores trabajan en sistemas que ya exlsten 
pero que estdn camblando o en construcclones nuevas. Usualmentei montan 
paneles solares en £izoteas, e Instalan tanques de acumulacl6n, bombast 
v&ivalas, tuberla y conduc tores. Los instaladores preparan controles 
eloctrlcos, interpretan especlflcaclones hellogr&flcas y hacen tares 
rut/aarlas de nantenimiento, 

Condx::lone8 de Trabajo: Los Instaladores de slstema de energla solar 
trabajan al aire libre gr'on parte del tiempo. En construcclones nuevas 
pueden trabajar en edificios que afin no estdn terminados. Los instaladores 
deben levantar objetos pesados, caminar sobre los techos y trabajar en 
Sreas angostas. Hay peligro de lastlmarse co^ herramientay quemarse con 
tubos calientes y descargac elSctricas. 

Entre^.sxDieato y Calif icaciones. La manera mSs comun de entrenarse en esta 
ocupaci6n es en el trabajo. Exlste entrenamiento en algunas Sreas, a 
trav6s de or^anizaciones y colegios de la cuinunidad. El entrenamiento 
puede variar 4 iseses a 2 anos. Los patrones prefieren emplear gente 

experimentada que sabe l.ri\bajar en canerlas incluyeiido soldadura en tubos 
de cobra. Tambi6n es iitxl saber algo de soldadura elSctrica y carpinterla. 

Perspectivas de Trabajo: Las oporranidades de empleo en este campo cambian 
segfin economia y pw^^ txe:v' del memento. Hay mks empleos para 

instaladores que cole *^tc^s solares en edificios ya construldos- Las 
vacantes que existen lienavi Jdcilmente con personas calificadas en este 
oficio. 

Salarios: El nivel de entrada es de $6.00 a $8.00 por hora; instaladores 
sindicalizados pueden rccibir hasta $23.00 la hora* 

Ascensos: Todavla no se puede determinar. Hay alfunas posibilidades como 
valuadoresy vendedores o administradores. 



Lenguaie: Buen inglSs oral y escrito es necpsario para poder 
entrenado. El uso del espanol es muy limitado. 



ser 
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POLICE OFFICER 



Typical Tasks: Police officers* responsibilities range from controlling 
traffic to preventing and iavestlgatlng crimes. In the c^^urse of a day's 
work they may investigate a robbery, glv55 first aid to a vicwim, or control 
traffic. Most officers are assigned either to psLrol or to traffic duty; 
smaller ntuabers are assigned to special work such as accident prevention or 
operation of communications systems. 

Working Conditions: Officers usually work 40 hours a week. Since 
protection is around the clocks some officers work over weekends, on 
holidays, and at night. ThcT -^^o-. woik overtime in emergencies. The Injury 
rate is higher than most oc^va ns and reflects e?*ne risks. 

Training and Qualifications: Training consists of 60 semester hours of 
renulred course work either at a community college or a four-year college. 
Because of the physical requirements of the job, police officers must be in 
top condition. Personal characteristics such as honesty, good judgment, 
and a sense of responsibility are essential. 

Job Outlook: Employment of police officers is expected to grow about as 
fast as average for all occupations through the 1980* s. The level of local 
government spending does Influence the employment of police officers. 

Earnings: Ent:y-level salary for police officers is $29,000; e:«.peri«nceQ 
officers can earn up to $39,000. 

Advancement: For many promotions, it is necessary to take competitive 
examinations, oral and written. Seniority and performance are also 
iiaportant for advancement. A police officer may be proinr^ed to a higher 
rank or to an administrative position. 



Lang«j^ge Skills: Good English skills are required. It is essential to 
have some bilingual officers, especially in cities with a large Hispanic 
population. In some cities, currently, the mandate is to hire one-tlaird 
bilingual officers. 



NOTE: Another law enforcement occupation is state police officer or 
highway patrol. A high school graduate could enter this profession as a 
cadet and be trained in regional academies. While in training, a cadet 
earns about $1,706 a month. 
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POLICIA/POLICE OFFICER 



Tareaa Tlplcas: Las responslbllldades de los pollclas van de controlar el 
trSfico , a prevenlr e Invest Igar crlmenes. Durante el curso de un dia los 
pc.lfcias podr6n Investlgar un robo en una casa particular; dar prlmeros 
auxlllos a una victims o trabajar como detectives. Casi todos los policias 
tienen que patrullar o servir de agentes de trdfico; se asigna trabajo 
especial a prequeiios grupos de policias, como prevenci6n de accidentes o 
sistemas de operaci6n de comunicaciones, 

Condlclonaa de Trabajo: Los oficiales generalmente trabajan 40 horas 
semanarias. Algunos oficiales trabajan los fines de semana, los dias 
festivos y por las noches. Podrian trabajar horas extra en emergencias. 
El promedio de accidentes en el trabajo es m£s alto que en la mayoria de 
otras ocupaciones, y existen algunos riesgos. 

Eatreaamiento y Calif icaciones: El entrenamiento consiste en 60 horas en 
un semestre, de los curses requeridos, ya sea en un colegio coaunitario o A 
aiios de colegio. Los policias deben estar en muy buenas condiciones 
flsicas para poder resist ir las deinandas fisicas del trabajo. Las 
caracteristicas personales como honradez, bien juicio y sentido de 
responsabilidad, son necesarlas. 

Perapectivas de Trabajo: Se espera que los empleos para policias aumenten 
casi tanto como el promedio de todas las ocupaciones en los aiios de 1980. 
El nivel de gastos del gobierno local influye en el empleo de policias. 

Salarios: El salario de entrada para un oficial de policla es $29,000; 
oficiales con experiencia pueden ganar hasta $39,000. 

Ascensos: Los ascenscs a rangos mds elevados y puestos administretivos son 
el resultado de ex^enes competitivos orales y escritos. La antigiiedad es 
important p para los ascensos, y el m6rito en el desarrollo aba jo 

tienen raucho valor. 

Linguaje: Ingl6s bueno oral y .zscrito es necesaiio. Es iii^->*taute tener 
policias bilingues, sobre todo en ciudades con una poblaci6n de habla 
hispana. 

NOTA ; Otra ocupaci6n en la fuerza policiaca es el oficial de policla del 
estado que patrulla nuestras carreteras. Se puede entrar como cadete a 
esta profesi6n con ua diploma de secundaria (high school) y ser entrenado 
en academias regionales. Mientras se entrena, un cadete gana alrededor de 
$1,706 mensuales. 
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CEMENT MASON 



Typical Tasks: Cement masons smooth and finish concrete surfaces such as 
floors, walls, sitlewalko, and curbs using hand and power tools. Work may 
range from small projects such as backyard patios to large Jobs such as 
concrete highways. 

Working Conditions: Generally cement masons are employed by contractors 
and by cement subcontractors. They typically work outside in all types of 
weather except rain. The work is strenuous and requires consider -'ble 
stooping, bending, l-^fting, t^nd pushing. Work might be done while standing 
on ladders and scaffolds. 

Training and Qualifications: Training is through the Cement Mason's Union 
The apprenticeer ; p consists of three years * on-the-job training end 
classroom instruction. Applicants must be at leaut 18 y> \^rs of age, and 
should have a high school diploma. 

Job Outlook: If the economy and population grow, more masoi^s will be 
needed to build apartments, offices, induatriai buildings and other 
structures. The employment of cement masons is related to the ups ai. ' 
downs of the construction business. There is a lot of competition to get 
into an apprenticeship program. 

Earnings: Pay scales vary in different localities p.ccording to agreements 
between local unions anu contractors. In Santa Clara County this was 
$16.00 an hour in 1983. Apprentices start at 65% of the union wage. 

Advancement: With experience and good performance, cement masons can be 
promoted to crew leader or supervisory positions. They alno could become 
cement contractors, go into their own business, or become union officials. 

Language Skills: Good English skills are required to participate in the 
training program. Minimal use of bilingual skills. 
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ALBANILES/CEMENT MASON 



Tareas Tlplcas: Los albanlles allzan y termlnan trabajo en cemerrt^ 
plsos, parades y banquetas usandu herramlentas el6ctrlcas y manual^^^* .J 
trabajo va de proyectos pequenos como patios, a proyectos grandea eo£*si 
carreteras de concreto. 

Condlclones de Trabajo: Los albanlles que trabajan con cr.mento est&ri 
generalmente empleados por contratlstas y subcontratlstac: en cemento. 
Trabajan bajo cualquler clima excepto la lluvla. El trabajo es extenuante 
y requlere estlrar el cuerpo, doblarlo, cargar y empujar. El trabajar 
podrla hacerse de pie, en escaleras o en andamlos. 

Entrenamlento y Calif Icadones: El entrenamlento se hace en el Slndlcato 
de Albanlles (Cement Mason's Union). Se neceslta tener un diploma de 
escuela secundaria (high school) para calif Icar para un programa de 
aprendlzaje. Este conslste en 3 aiios de entrenamlento en un trabajo y la 
lnstruccl6n en clase. Los sollcltantes deberdn tener no menos de 18 aiios. 

Perspectlvas de Trabajo: Si crecen la economla y la poblacl6n, se 
necesltarSn m&s albanlles para construlr ap^rtamentos, oflclnas, edlflclos 
Industrlales y otras estructuras. Los empleos para albanlles eat&a 
relaclonados con las altaa y bajas del negoclo de construccl6n. Hay mucha 
competencla para Ingresar en un programa de aprendlzaje. 

SalariOR: La escala de pago varla de acuerdo con los convenJ entre los 
sindlcatos locales y los contratlstas. En el Condado de SLutta Clara 6ste 
era de $26.00 la hora en 1983. Los aprendlces emplezan con el 65% de lo 
que gana un albanll y reclbe aumentos perl6dlcos hasta alcanzar el nlvel de 
pago de albanll. 

Ascensos: Los albanlles pueden ascender a llder de grupo o a puestos de 
supervlsl6n con experlencla y buen trabajo. Tambl6n podrlan ser 
contratlstas de cemento, abrlr su proplo negoclo o llegar a oficlales en 
slndlcato • 

Lenguaje: Buen lngl6s oral y escrlto es necesarlo para partlclpar en el 
aprendlzaje. 
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PLASTERER 



Typical Tasks: Plastereis apply plaster to Interior walls, ceilings, and 
other surfaces. They also cast ornamental designs In pinister. Sometimes 
plasterers prepare drvv?»lls for painting. 

Working Conditions: Plasterers work on scaffolds In tVvi interior and 
exterior of buildings. Plastering Is physically demanding — requiring much 
standing, stooping, lifting, and reaching overhead. 

Training and Qualifications: Completion of an iticeship is the best 

way to learn plastering. The apprenticeship i three years on-the-job 
training in addition to 144 hours per year of classroom instruction in 
drafting, blueprint reading, and mathematics fo^r layout work. One can 
begin to learn the trade as a he"i;^er carrying materials, setting up 
scaffolds, and mixing plaster. 

Job Outlock: Because most plasterers work in construction, employment 
prospects vary from year to year with changes in the economy. There also 
can be layoffs during the ^iny season* 

jfiarnings: Pay rates vary according to local union negotiations. Union 
plasterers earn $22.30 an hour in Santa Clara County. Apprentices start at 
50% of the union wages. 

Advancement: Plasterers may advance to supervisors, or estimators for 
plastering contractors, or they may become self-employed. 

Language Skills: Good English skills are required to participate in the 
training prograni. Minimal use of bilingual skills. 
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YESERO 0 EMPLASTADOR 



Tareas Uplcas: Los yeseros aplican yeso al interior de las parades, 
techos, y otras superficies. Tilmbi^n vaclan en yeso disenos ornamentales. 
A veces, los yeseros preparan las parades para ser pintadas. 

Condiciones de Trabajo: Los yeseros trabajan sobre andamios en el interior 
y exterior de edificios. Este trabajo exige mucho esfuerzo flsico para 
estar de pi^, de puntillas, cargar cosas pesadas y estirarse para alcanzar 
objetos que est&n sobre sus cabezas. 

Sntrenamianto 7 Calif icaclones: La mcjor manera de aprender a ser yesero 
es a trav6s de un entrenamiento. Este consiste en 3 aiios de entrenamientv- 
en el trabajo y 144 horas anualcs de instrucci6n en dibujo, lectur^ 
copias heliogr&ficas y mat^:^ri£ticas para planear trabajo. Tambi^n se p;\ v *" 
aprender el oficio como ayuuante cargando mater iales, acomodando andami .-^ y 
mezclando el yeso. 

Perspectivas de Trabajo: Como la mayorla de los yeseros trabaia en 
construcci6n, la poslbilidad de emplec varia seg^n los cambios economlcos. 
Se da de baja a varios yeseros durante la estaci6n de lluviar.* 

Salarios: La escala de pago varla de acuerdo con los convenios entre los 
sindicatos locales y los contratistas. Los yeseros con experiencia ganan 
$22.30 la hora en el Condado de Santa Clara. Los aprendices ganan el 50% 
de lo que ganan los yeseros y reciben aumentos peri6dicos hasta alcanzar el 
salario completo de yesero. 

Ascensos: Los yeseros pueden avanzar a supervisores, super intendentes, o 
valuadores para contratos para yesero o pueden tener su negocio propio. 

Languaje: Buen ingl6s oral y escrito es aecesario para participar en el 
aprendizaje. 
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MACHINE TOOL OPERATORS 



Typical Tasks: Machine tool operators use machine tcols to shape metal tc 
precise dimensions. They may watch a machine In operation and make simple 
adjustments as needed. More skilled machine tool operators plan and set up 
the correct stouence of steps ?ccordiug to blueprints or other 
Instruct. They make more complex adjustments to keep the machine 
running smoothly. 

Working Ck}ndltlons: Most ma^ .nt jhops are clean and well-lighted. 
Machine tool operators must wear safety glasses to protect themselves from 
flying metal particles. Sometimes the work Is around noisy machinery, so 
the operators need to wear earplugs. 

Training and Qualifications: Most machine tool operators learn their 
skills on the job* They must learn to use measuring Instrrjnents, make 
simple calculations, operate several machines, and read blueprints. 
Machine tool operators should have some mechanical ability, experience 
working on machines, and physical stamina. They also should not mind 
working in a relatively small workspace. 

Job Outlook: Overall employment of machine tool operators is expected to 
Increase about as fast as the average for all occ^spatlons through the mid 
1990' s. Growth may be limited by the Increased automation of machines 
which require fewer workers. Economic conditions will also affect the 
demand for manufacturing of automobiles, airplanes and other products that 
require machine tooled parts. However, workers with good backgrounds in 
machining operators, mathematics, blueprint reading, and knowledge of 
properties of metals will be able to adjust best to changing job 
requirements and keep themselves employed. 

Earnings: Average vv; -Hy earnit; of machine tool operators were $330 in 
1982. Hourly earn'. of maci..,r/"i tool operators in cities ranged from 
$8.50 to $12.10 depeniS'ng on the type of machine operated. 

Advancement: Machine tool operators may advance to more skilled jobs such 
as machinists, toolmakers, and diemakers. 

Language Skills: Good basic English communication skills are needed. 
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OPERADOR DE HEiT^iAMIENTA MECANICA/MACHINE TOOL OPERATORS 



Tareas Tlplcas: Los operadores de herramlenta mecdnlca usan herramienta 
mecdnlca para dar dlfflensloneii; precjsas a metal. Podrlan observar una 
m&cjulna en operaci6n y hacer ajustes senclllos que se neceslten. La 
mayorla de los operadores h&bll^s planean y arreglan la secuencia correcta 
de los pasos que deban tomarse de ac^erdo con las coplas hellogr&flcas o 
con otras Instrucciones. TamblSn hacen ajustes m&s compllcados para que la 
m&qulna corra blen. 

Condlclones de Trabajo: La mayorla de los talleres son limplos y blen 
ventllados. Los operadores deben usar anteojos de seguridad para 
protegerse de las partlculas de metal que vuelen. Algunas veces se trabaja 
con m&qulnas muy ruldosas y los operadores necesltan usar orejeras. 

Entrenamlento y Callflcaclones: Casl todos estos operadores aprenden su 
oflclo en el trabajo. Deben aprender a usar Instrumentos de medlda, a 
hacer cSlculos, a operar varlas mSqulnas y a leer coplas hellogrSflcas. 
Los operadores de herramlenta mec4nica deben tener alguna habilidad 
mecdnica, experiencia trabajando con m&quinas y fortaleza flscia. No 
deberS moles tar les trabajar en una &rea de trabajo relativamente pequena. 

Perspectivas de Trabajo: Se espera que los empleos para operadores de 
herramienca mec&nica aumente casi tan r&pidamente como el promedio de todas 
las ocupaciones de ahora a la mitad de los anos de 1^90. El creclmiento 
poirla llmltarse por el aumento de automatizaci6n de m&quinas que requiere 
menos traba Jadores . Las condicione^ econ6micas afectar&n tambl^n la 
demanda de la fabricaci6n de autom6vil«='S| aereoplanos y otros productos que 
requieran partes hechas por herramlenta mec&nica. Sin embargo, los 
trabajadores que tengan buena ejrperlencia como operadores de herramienta 
mecdnica, matem^tica' , lectura de *rp?j^fe heliogrt.>,ixas y conocimiento de 
las propiedades de .stales, podr^i. a^tarse !::.tjor a los requisitos en 
caribios de trabajo y permanecer emplea/^. :>.=^ . 

Salaries: En 1982 el promedio semanarlo de pago para operaaores de 
herramienta mecSnica era de $330.00. En las ciudades, el pago por hora va 
de $8.50 a $12.10 la hora, depcndiendo del tipo de m&quina que se opere. 

Ascensos: Los operadores de herramienta mec'*:1.ca podrlan avanzar a 
trabajos como raaqulnista, fabricante de herramit.cas y troquelis 

Lenguaje: Se necesita buen ingles b£^ico. 
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APPLIANCE INSTALLERS REPAIRERS 



Typical Tasks: Appliance installers and repairers usually 'jfecialize in 
small appliemces such as toasters and vacuum cleaners or major appliances 
such as refrigerators, freezers, washers, and dryers. To repair an 
appliance, they look for problems such as faulty electrical connections. 
They often consult service manuals. They will take an appliance apart, do 
the necessary repair and reassemble the pieces. They need to be able to 
estimate the cost of repairs and keep accurate records. 

Working Conditions: Part of the work may be done In repair shops which 
are usually quiet and well lighted. Many appliance repairers go to 
people's homes which requires several hours a day driving. Appliance 
repairers usually work with little or no supervision. 

Training and Qualifications: Appliance repairers usually learn tK^ 
trade on the job. Generally, they need a high school diploma with co. 
in electricty and electronics. Courses in appliance repair are taught j.^-. 
some high schools, private vocational schools, and community colleges. 
Mechanical aptitude is desirable. 

Job Outlook: The employment of appliance technicians will grow slowly 
through the mid 1990' s. Although tha number of appliances in use is 
expert-2d to increase, electronic parts within appliances made them more 
reliable and less likely to need repair. Technicians with a strong 
background in e3/^ctronlcs should have the beet job prospects. 

Earnings: Average weekly earnings of appliance repairers who were not 
self-employed was $340 in 1982. Variation in wages are due to differences 
in repairers* skills and experience, geographic location, and type of 
equipment serviced. 

Advancement: Appliance repairers in large shops or service centers may be 
promoted to supervisor, assistant service manager, or service manager. 
Some become regional managers. Experienced repairers can also open their 
own stores. 

Language Skills: Bilingual skills would be a definite asset in working 
with customers who are Spanish-speaking. Good English skills are needed. 
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INSTALADORES Y REPARADORES DE APARATOS ELECTRICOS CASEROS/ 
APPLIANCE INSTALLERS AND F.EPAIRERS 



Tareas Tlplcas: Los Instaladores y reparadores de aparatos el6ctricos 
caseros se especlallzan usualmente en aparatos pequeiios como tostadores y 
barredoras o aparav.os m&s grandes como ref rigeradores , congeladores t 
lavadoras y secadoras de ropa. Para reparar un aparato tienen que ver si 
hay conecciones eXlctricas defectuosas, por ejemplo. A menudo tienen que 
consultar manual^s de servicio. DespuSs de desarmar el aparato, har^n las 
reparaciones necesarias y tendr^n que volver a armar el aparato. Necesitan 
calcular el costo de las reparaciones y llevar records precisos. 

Condiciones de Trabajo: Parte del trabajo podrla hacerse en talleres de 
reparaci6n que generalmente estan quietos y bien iluminados, Muchos 
reparadores van a las casas de las personas y Ssto requiere manejar un 
coche durante varias horas al dla. Los reparadores de aparatos trabajan 
usualmente con poca o ninguna super visi6n. 

Entrenaffllento y Cal^ficaciones: Estos reparadores generalmente ^^prendea su 
oficio en el trabajo, Usualmente necesitan un diploma de secundaria con 
cursos en electricidad y electr6nica. Las clases para aprender reparaci6n 
dk aparatos el6ctricos se enseiian en algunas secundarias, escuelas 
particulares vocacionales y colegjos de la ccmunidad, Es deseable que se 
tenga aptitud mecdnica. 

Perspectivas de Trabajo: Los empleos para tecnicos de esta clase aumentarA 
lentamente hasta la mi tad de los anos de 19*^0. A pesar del aumento de 
aparatos el^ctricos, las partes electr6nicas de que estdn hechos ahora 
necesitan menos reparacl6n. Los tecnicos que tengan major couocimiento en 
electr6nica teadrdn mejores prospectos de trabajo. 

Salarios: En 1982 el promedio semanario de pago para un reparador de 
aparatos mec^nicos trabajando por su propia cuenta era de $340,00. La 
variaci6n en el pago depende de la habbilidad y experiencia, localidad 
^eografica y tipo de cqulpo que se repare. 

Lenguaje: Se necesita buen ingles. Es muy util ser bilingiie si se trabaja 
con clientes que son de habla hispana. 
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ELECTRICIAN 



Typical Tasks: Electricians plan, lay out, install, repair, and maintain 
electricial equipment that provides light > heat, communications, and power. 
They usually specialize either in construction or maintenance work. 
Construction electricians do the electrical work required in building and 
remodeling. Maintenance electricians work in large industrial buildings 
trying to prevent break-downs and repairing systems that do break-down. 
All electricians need to be able to read blueprints to install electrical 
wires. They must be familiar with hand tools and test equipment such as 
ohmmeters and ammeters. 

Working Conditions: Electricians work is active. They often climb ladders 
and work on scaffolds. They may risk injury from electrical shock, falls, 
or cuts from sharp objects. On new building construction, electricians may 
work outdoors. Maintenance electricians work may vary from working in 
clean, air conditioned offices to noisy, dirty factory areas. 

Training and Qualifications: The usual entrance Into the trade is through 
apprenticeship. A high school diploma is required. The apprenticeship 
program consists of 7200 to 80C0 hours of combined on-the-job and classroom 
training (approximately 40 hours per week for A years). Another possible 
method of entry is through training at a vocational or trade school. Some 
beginners who are i:ot apprentices can learn by working as helpers for 
experienced electric/ ans. 

Job Outlook r The need for maintenance electricians is predicted to be 
gre/ater than the supply. The opportunities for construction electricians 
will depand on the construction industry . As the economy grows , 
construction electricians will be needed to install electrical wiring in 
new buildings « 

Earnings: Average weekly earnings for full-time electricians, who were not 
self --employed ^ were $A30 in 1982. Unioa wage rates in metropolitan areas 
for construction electricians were about $16.00 an hour and $12.00 for 
maintenance electricians in 1982. Apprentice wage r£ites start at about 40 
to 50% of rate paid experienced electricians and incrv^ase over time. 

Advancement: Experienced electricians can become supervisors or start 
their own contracting business. They can work as sales representatives for 
building supply companies, estimators for constractors, and electrical 
inspectors. 

Language Skills: Good English skills are nec^ded to complete training 
programs. Bilingual skills mighL be useful in working with 
Spanish-speaking clients. 
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ELECTRICISTA/ELECTRICIAN 



Tareas Tlplcas: Los electricistas planean, instalan, reparan y mantlenen 
el equipo electrico que proporciona luz, calor, comunicaciones y poder. 
Generalmente se especializan en trabajo de construccion o de mantenimiento. 
Los electricistas de construccion hacen el trabajo electrico requerido en 
construcci6n y remodelaciones. Los electricistas en mantenimiento trabajan 
en edificios grandes industriales tratando de evitar averias y reparando 
sistemas que se han averiado. Todos los electricistas necesitan poder leer 
copias heliograf icas para instalar alambres el^ctricos . Deben estar 
familiarizados con herramienta de mano y equipos de prueba como ohmiometros 
y amperimetros. 

Condlclones de Trabajo: El trabajo de los electricistas es muy activo. A 
menudo tienen que trepar escaleras de mano y trabajar sobre andamios. 
Podrlan lastimarse por descargas el^ctricas, caidas y cortaduras hechas por 
objectos filosos. El trabajo podria hacerse en el exterior de edificics 
que se estdn construyendo. Los electricistas de mantenimiento podrian 
trabajar en oficinas limpias y con aire acondicionado o en ^reas sucias en 
las fSbricas. 

Entrenamiento y Calif icaciones: La manera usual de entrar en este oficio 
fes a travis del aprendizaje. Se requiere un diploma de secundaria. El 
programa de aprendizaje consiste de 7200 a 8000 horas de una combinacion de 
entrenamiento en el trabajo y en la escuela (aproximadamente 40 horas 
semanarias durante 4 anos). Otro metodo posible para entrar es por medio 
de entrenamiento en escuelas vocacionales, Algunos principiantes que no 
son aprendices pueden aprender trabajando como ayudantes de electricistas 
experimentados . 

Perspectivas de Trabajo: Se piensa que se neccesitar^n m^s electricistas 
de mantenimiento dependiendo de las construcciones en la industria. A 
medida que la economia mejore, mks electricistas de construccion se 
necesitar^n para hacer las instalaciones electricas en nuevos edificios. 

Salarios: En 1982 el promedio semanario era de $430.00. Los electricistas 
sindicalizados trabajando en ^reas de construcci6n metropolitanas era mks o 
menos de $16.00 por hora y de $12.00 para los electricistas de 
mantenimiento . 

Ascenfios: Los electricistas con experiencia pueden llegar a ser 
supervisores o empezar su negocio propio de contratistas. Pueden trabajar 
como representantes de companias de suministros para construccion, haciendo 
presupuestos para contratistas y como inspectores de electricidad. 

Lenguaje: Buen ingles para completar los programas de entrenamiento. El 
ser bilingiie pudiera ser util si se trabaja con clientes de habla hispana. 
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POSITIONS IN TEMPORARY SERVICES 



One means by which an 18 year old can enter the job market Is through 
temporary services. Technical temporary services have entry-level jobs in 
industry in categories of assembly, warehouse, clerks, shipping and 
receiving, and general labor. A high school diploma is not required. 
However, basic skills in understanding English are needed. The advantage 
of temporary work is that one can gein the experience needed to apply for 
full-time positions. Also good work habits such as punctuality can be 
developed through temporary work. The disadvantage is that so there is no 
guarantee of long-term employment. 
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PUESTOS EH SERVICIOS TEMPORALES 



Una persona de 18 anos de edad puede entrar al mercado laboral a travSs de 
servicios temporales. Los serviclos temporales t^cnicos ofrecen empleos al 
nlvel de entrada en la Industrla en trabajos de montaje, almac&n, oflclna, 
embarque y reclbo y trabajo general. No se exige diploma de secundaria 
(high schocl), sin embargo, se recesitan conocimientos b&sicos de Ingl&s 
para entenderlo. La ventaja de los servicos temporales es que se adquiere 
experiencia de trabjo en 3-6, meses. En este tiempo se puede solid tar un 
trabajo de tiempo completo. A trav6s de un trabajo se pueden ?iprender 
buenos h&bitos como ser puntual^ La desventaja de un trabf^jo temporal es 
que no hay garantla de tin trabajo fijo. 
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HOME ECONOMICS: SERVICES FOR OTHERS 



Introduction 



Jobs in home economics are largely in four areas which are nutrition, 
clothing, home furnishings, and child care. Within schools, home economics 
education is focused on two types of programs: (1) consumer and homemaking 
education; and (2) home economics related occupations. The first area 
emphasizes life training and includes content areas of parenting, home 
management, and consumer awareness. The second type of program prepares 
students for paid employmenl in child care, home furnishings, food 
production, fashion and textiles, and home and institutional management, as 
well as related areas. The work may be in production, management, or 
services to consumers. 

Growth is predicted to be faster than average in the food and beverage 
preparation, childcare and service occupations. Many entry level jobs 
exist in those areas and training is provided on the job. Competition will 
be keen in jobs which require special skills such as fashion designer. In 
general, tho; service industry is growing faster than the manufacturing or 
goods-producing industries. Thus for those who enjoy providing services 
related to homemaking, home economics is an excellent and varied field to 
explore. 
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IMPORTANCE : 

Home economics careers Include service industries which are among the 
fastest growing sources of Jobs. In addition, this area provides many 
possibilities of self-employment • There has been a rapid growth of 
"cottage industries*' as more people provide services and pr^^ ducts from 
their home. 

OBJECTIVES ; 

!• To help students assess their interests in a home economics related 
car ear* 

2. To give students information on work environment* typical tasks and 
opportunities in home economics careers. 

3« To give students an opportunity to experience a simulated activity in 
home economics. 

SKILLS EMPHASIZED : 

Reading, abstracting information, presenting ideas, creative expression^ 
interviewing, skills identification, and vocabulary building. 
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HOME ECONOMICS VOCABULARY 



1« Accessory 

2« Adequate 
3. Alter 
4« /sslst 

5. Caterer 

6. Clientele 
7« Coomlsslon 

S. Cofflpetitive 
9« Contagious Disease 
10 • Coordinator 
11 • Dedication 

12. Demanding 

13. Design 

14. Effect 

15. Employee 

16. Employer 

17. Essential 

18 • Eye-hand coordination 

19. Fabric 

20. Facial 

21 • Franchise 



In the clothing business i refers to belts i 
scarves, jewelry, and so on which add to an 
outfit but which are not essential. 

Good enough, useful. 

change. 

help. 

business that supplies food for a party or 
special event. 

the clients of a business. 

the percentage of sales that is paid to sales 
personnel . 

requiring competition; difficult to obtain, 
an illness that can be passed to others, 
person responsible for directing a task, 
a commitment to good performance on the job. 
difficult. 

a plan for something that will be made. 

result. 

worker. 

person or organization that hires, 
necessary. 

ability to use eye and hand together to 
accomplish a single task, such as throwing a 
baseball over homeplate or threading a needle. 

cloth, material. 

care of the skin of the face. 

a local business that is part of a large chain 
of similar businesses. 



EXPLORING FIVE VOCATIONAL AREAS: HOME ECONOMICS 



203 



22. Freelance 

23 « Garment 

24. Groom 

25. Gross Receipts 

26. Maintaining 
27 « Management 

28. Manicure 

29. Manual Dexterity 

30. Marginally 
31 9 Merchandise 

32. Minimum Wage 

33. Misleading 

34. Offset 

35. Operation 

36. Oversupply 

37. Pattern 

38. Prep 

39. Promoted 

40. Scalp 

41. Sketch 

42. Staff 

43. Stamina 



to work indepenc^sntly for several employers, 
item of clothing, 
to look after. 

all the money that a business collects before 
any expenses are deducted. 

keeping up; looking after. 

the planning and supervision Kjf the work of 
others; also people who manage. 

grooming and possibly painting of fingernails. 

skill in the use of the hands. 

having only the minimum. 

goods for sale. 

lowest hourly rate as defined by law. 

appearing to be different. 

to counteract or make up for. 

process, series of acts to accomplish one 
result. 

too many for the ueed. 
a model. 

short for prepare or preparation. 

to be moved to a higher position at work with 
more pay and responsibility. 

the skin on the head. 

to draw, usually in pencil. 

people who work together in a production group 
or organization. 

strength, endurance* 
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44. Suburban 

45# Supanrlse 
46« Thene 
47. Textile 
48 • Turoover 



from or in a smaller community near the city or 
an outlying part of the city* 

to oversee the work of others. 

the subject of an artistic creation* 

cloth, material* 

the number of people leaving Jobs and being 
replaced by new people* 
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AcnvmES: 

Activity one; Self-Assesament « For an Introduction to this unit, have 
students conplete the self-assessment exercise (Handout 1KB). Discuss the 
breadth of the home economics field using Information from the unit and 
optional films* guest speakers t and career center materials. 
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HANDOUT IHE: ENGLISH 

SELF ASSESSMENT 

Directions : Would you like a career In a field related to home economics? 
To find out, answer yes or no to the following questions. 

Fashion and Textiles 

Yes No 

1) Do you like projects which use math skills such as 
measuring? 

2) Have you ever assembled a garment (or e bicycle or a 

toy)? ^ 

3) Have you ever modeled clothes In a fashion show? Do 

you like appearing before a group? 

4) Are you patient and capable of working with details? 

5) Are you Interested in styles and fashion? 

6) Do you enjoy using your creativity? 

Child and Adult Care 

1) Have you cared for children or sick people? Are you 
patient and willing to help those who cannot help 
themselves? 

2) Are you concerned with the welfare of others? 

3) Do you enjoy people? 

A) Are you able to enjoy and tolerate the noise and energy 

level of young children? 

5) Have you taken a class in first aid? Can you keep calm 
in an emergency? 
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HANDOUT IHE: ENGLISH (Cont.) 

Yes 

Food Service 

1) Do you like to cook for family and friends? 

2) Do you like to experiment with recipes? 

3) Are you good at kitchen math? 

4) Are you Interested in food? 

5) Do you like to work with other people? 

6) Can you do several things at once in the kitchen? 

7) Are you good at keeping records? Would you like to have 

a business of your own? 

If you answered yes to more than half the questions in one section, 
might like to explore a career in a home economics related occupation 
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EVAI.UACION PROPIA 

LTe gustarla tener una carrera en algdn campo relaclonado con economia 
dom^stlca? 

Ci No 

1) iTe gustan los proyectos en que se usaa aacem^ticas 

como las medldas? 

2) iAlguna vez has armado algo como una blclcleta o un 

juguete? 

3) iAlguna vez has modelado ropa en un desflle de modas? 

6Te gusta aparecer frente a un grupo de gente? 

4) iEres paciente y capaz de trabajar con detalles? 

5) iEst^s Interesado en estilos y modas? 

6) iDisfrutas cuando usas tu creatividad? 

Culdado de Nlnos y Adultos 

1) LHas culdado nines o personas enfermas? 6Eres paciente 
y estSs dlspuesto a ayudar a aqu6llos que ao pueden 

valerse por si mlsmos? 

2) iTe preocupa el blenestar de otros? 

3) iTe gusta la gente? 

4) iPuedes disfrutar y tolerar el nivel de ruldo y 

energla de nlnos pequeiios? 

5) iHas tornado alguna clase de prlmeros auxlllos? iPuedes 

conservar la calma en una emergencia? 



EKLC 
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HANDOUT IHE: SPANISH (Cont.) 

Si No 

Servlclos de Allmentos 

1) Lie gusta coclnar para la familla y amlgos? 

2) iTe gusta experimentar con recetas de coclna? 

3) 6Eres bueno en matemAtlcas de la coclna? 

4) 6EstSs interesado en comlda? 

5) 6Te gusta trabajar con otra gente? 

6) iPuedes hacer varlas cosas al mismo tlempo en la cocina? 

7) iEres bueno para guardar records? iTe gustarla tener un 
negocio proplo? 

Si contestaste SI a mks de la mi tad de las preguntas en una secci6n, quizS 
te gustarla explorar alguna ocupaci6n relacionada con economla dom6stica. 
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Activity two: The Creative Fashion Show • Have students plan and conduct 
a fashion show which provides the opportunity to try out a variety of 
skills related to home econoiid.cs occupations. By having students model 
their own clothes and "looks," the activity can be very low-cost. Follow 
the procedures below. 

Materials : 

1. Students* own clothes. 

2. Food prepared at home. 

3. Photography equipment (optional). 

Procedures: 

1. At least a week In advance, the Creative Fashion Show Is announced. 
Students need time to think about what to wear if they are to be models. 
No new clothes are to be a part of this show. The object of the show is to 
share an interesting and creative style of dress with fellow students. 

2. Students can decide what role they would like to assume. Some of the 
possible roles are: 

Models: Students (More the better) willing to show different 
styles of dress. 

Commentator: One or two students who plan with the models on what 

to say. Comments could be made on why we wear what we do. 

Buyers: One or two students who make the decision on what outfits 
to buy for their store. These students should have good reason 
for buying an outfit which would be explained to the class. 

Food preparers (optional): Refreshments could be served. 

Photographer (optional): Models would probably really respond 
well to having their picture taken. 

Bulletin board or brochure ad (optional): One or two students 
could be responsible for publicity. 

3. Students will need some class time to plan for the show in advance. 

4. The show should take one class period. It*s Important to have some 
enthusiastic students assume leadership for the show* 
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Discussion: 



!• Students can discuss what they learned from their role. In addition* 
students can assess their own skills in each of the roles. 

2. Other careers in home economics could be discussed. 

Alternate Activities: 

1* The relationship of clothes to our self image could be used as a class 
assignment . 

2. An ethnic fashion show could be done with fashions representing 
different cultural groups. 

Activity three; What Are the Jobs Really Like? Make a class set of Home 
Economics Occupations . Have students read them and complete Suitable 
Tasks (Handout 3HE). 

Answers 

1. Waiters assistant 

2. Childcare aide 

3. Flight attendant 

4. Cook 

5. Hotel housekeeper 

6. Teacher's aide 

7. Tailor 

8. Retail sales worker 

9. Barber 

10. Model 

11. Kitchen helper 

12. Tailor 

13. Cosmetologist 

14. Barber 

15. Cook 

16. Display worker 

17. Hotel housekeeper 

18. Display worker 

19. Teacher's aide 

20. Model 
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The occupations listed In this section are only a small sample of possible 
home economics occupations. Some of the occupations such as barber and 
beautician are officially classified under trade and Industry occupations, 
but they are included here due to their similarity to other home economics 
occupations. The occupations are: 



1. 


model 


2. 


child care aide 


3. 


retail sales worker 


4. 


barber 


5. 


cosmetologist 


6. 


teacher aide 


7. 


waiter's assistant and kitchen helper 


8. 


cook 


9. 


hotel housekeeper 



10. seamstress and tailox* 

11. merchandise display worker 

12. fashion designer 

13. flight attendr-\t 
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HANDOUT 3HE: ENGLISH 



SUITABLE TASKS 

Directions : Read Home Economics Occupations , Then write the name of the 
worker listed here next to the task that he or she performs. A worker 
might have several tasks. 

Workers : cosmetologist, hotel housekeeper, model, retail sales worker, 
kitchen helper, barber » cook, display worker, tailor, child care aide, 
waiters assistant, teacher aide, flight attendance 

Worker Tasks 

1. Cleans table 

2. Feeds children 

3. Serves food to airline passengers 

A. Uses senses of smell & taste 

5. Responsible for clean bedrooms 

6. Keeps grade records 

7. Works with textiles 

8. Could sell kitchen equipment 

9. Has to do 1500 hours of a training course 

10. Acts in TV commercials 

11. Washes pots and pans 

12. Takes measurements 

13. Straightens hair 

14. Trims mustaches 

15. Prepares special dishes 

16. Works with attractive mannequins 

17. Makes sure soap is in place 

18. Creates window displays 

19. Changes bulletin boards 

20. Walks with care 



THINKING ABOUT HOME ECONOMICS OCCUPATIONS 

1. For each worker, add more tasks done by that worker during a typical day. 
(See Job descriptions) 

2. Beside each task write "yes" or "no" if you would like to do that task. 

3. In the space below, write 5 home economics tasks which would be most 
enjoyable for you. 

a. 

b. 

c. 

d. 

e. 
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EJEMPLOS DE TAREAS 

Instrucciones : Lee Home Economics Occupations • Entonces escribe el 
nombre del trabajador en las lista aba jo, junto a la tarea que 61 hace. Un 
trabajador podrla hacer varias tareas. 

Trabajadores ; cosmet6logos, gerente de hotel, modelo, vendedor de ventas 
al menudeo, ayudante de cocina, barbero/peluquero, cocinero, trabajador de 
exhibiciones, sastre, ayudante de cuidado de ninos, ayudante de mesero, 
ayudante de profesor, asistente de vuelo (aeromozo). 

Trabajador Tareas 

1. Llmpia mesas 

2, Alimenta niiios 

3. Sirve comidas a los pasajeros oh aviones 

4. Usa los sentidos del olfatc y eel gusto 

5c Responsable de la limpieza de las habitaciones 

6. Lleva records de calif icaciones 

7. Trabaja con textiles 

8. Pudiera vender equipos de cocina 

9. Tiene que poner 1500 horas en un cur so de entrenamiento 

10. Actua en comer ciales de televisi6n 

11. Lava cacerolas y sartenes 

12. Toma raedidas 

13. Enlacia cabello 

14. Recorta bigotes 

15. Prepara platillos tradiclonales 

16. Trabaja con maniquies atractivos 

17. Se asegura que el jab6n estk en su lugar 

18. Disena apar adores 

19. Gambia los calendarios murales (bulletin boards) 

20. Camina con cuidado 



PENSANDO EN LOS OCUPACIONES DE ECONOMIA DOMESTICA 

1. Anade mas tareas que cada trabajador hace durante un dia tipico. (Ve 
las descripciones de trabajo.) 

2. Ademas, escribe SI or NO si te gustaria hacer esa tarea. 

3. Escribe 5 tareas en ocupaciones de economia domestica que podrian ser 
m&3 inter esantes para ti. 

a. d. ^ 

b. e. 

c. 
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Activity four; Uslpg Everyday Skills in Home Economics > Home economics 
related occupations are based on skills that are used at home. Have 
students complete What Home Economics Skills Do You Have (Handout 4HE). 
Discuss what skills they have and how these dkllls might be developed. 

Additional Examples 

K itchen/food 

organize parties : caterer, wedding consultant shop : buyer, kitchen 
utensil store manager clean up : housekeeper bake : baker 

Living room 

music/dance : entertainer 
Clothes closet 

sew clothes : seamstress/tailor design clothes : designer, fashion 
consultant, wash, iron, repair : laundry, dry cleaning worker 

Kids 

teach them : teacher's aide childcare at home 

Maintenance & repair 

small equipment repair : trades 
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9 WHAT BOHE EOONOMICS SULLS DO TOU HAVE? S 

5 8 

?3 DlrectloM i In the first column, write what skills you have that relate to the underlined word. In the next colunn, give g 

2 an ezaiDple of a job that uses your skills. In the third colunm, write how you would turn your skills into a hooe business. ^ 
O 

WHAT SKILLS HAVE VOU DEVELOPED OR WOULD HOW COULD YOU EARN A LIVING HOW COULD YOU TURN TTIESE SCILLS g 

H VOU LIKE TO DEVELOP? USE THESE HOME DOING SOMETHING SIMILAR? INTO A HOME BUSINESS? 

^ AREAS AND ACTIVITIES TO HELP YOU THINK. m 

o r* 

^ Kitchen/food H 
H X 
^ cook chef, s^.ort-order cook sell desserts to i^staurajits 

Z plan menus dietician diet consultant 

> 

r 



> 



to 

JO 



Living roon 



g entertain friends restaurant hostess « 

2 arrange furniture interior decorator sake decorations to sell: pina';^?: 

H flowers, etc... 



I 

z 

^ Clothes closet 
H 

^ shop for clothes clothing buyer 

sew clothes seams tress/ tailor sew at home for others 



21 



70 
H 



< 

H 

o 
> 

> 



WHAT SKILLS HAVE YOU 
DEVELOPED? 



Kids 

take care of then 
aouse thea 



Hone bills & records 



HOV COULD YOU EARN A LIVING 
DOING SOMETHING SIMIUR? 



child care aide, 

dovD, children's theater 



budget 



accountant 



HOW COULD YOU TURN THESE SKILLS 
i;:it) A HOME BUSINESS? 



babysit 

eDtertalni&eDt for chlldeo*s 
nartles 



tax preparer 



X 
> 

2J 



pa 

Q 

t 

ft 



Mainteiunce & repair 



replace light bulbs 
paint 



apartment oianager 
oaintenance 



neighborhood handy person 
house painter 



0]A 
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5 

H 
< 

< 

8 

H 
O 

> 

r 

> 



o 



o 

§ 

H 

n 
w 



WHAT SKILLS HAVE YOU 
DEVELOPED...? 

Yar^/yardenla ^ 

p].Bnting 

yard laalnteaance 



Hobbles 



Taking care of people 
caring fo; liclc relative 
caring for elderly relative 



HOW COULD yCU EARN A LIVING 
DOING SOMETHING SJHIUR? 



landscaper 

yard aalntenaoce service 



HOW COULD YOU TURN THESE SKILLS 
INTO A HOME BUSINESS? 



8 



grov plants to sell at the flea 
oarket (svap oeet) 



P 

H 

n 

0 

ft 



nurse's aide 
hoaie health worker 



do Jobs for pay for elderly 
or sick people 



to 
to 
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PS 
H 

H 
< 

P3 



J5 

H 

o 
2; 
> 
r 

> 
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WHAT SKILLS HAVE YOU 
DEVELOPED? ' 



Taklnn care of petg 
feeding anijnals 



HOW GOliLD you EAKK A LIVING 
DOING SOMETHniG SIMIUR? 



veterinary aide 



HOW COULD YOU TON THESE SKILLS 
INTO A HOME BUSD1ESS? 



X 
> 

S 



look after anloalB for people who 
are on vacation ! 



Other things ipu do at hone 



H 

a 

§ 

ct 



10 
10 
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HQ UE HABIUJADES TIESES EN ECONOMIA DOHESTICA ? 

Inatrjcclong isi En la priaera coluflsw» escribe cuAles habllldades tUnes que est^o relaclonadas con la palabra 
subrayada. En la sigulente colunna da un ejeioplo de un trabajo en que uses tus habllldades. En la tercera 
coluaina escribe coao pooriaa conveuir tus habilldadea en un ae^ocio en casa. 



X 
> 



m HABILIDADES EN ECONOMIA 
DOHESTICA HAS DESARROLUDO 0 
TE GUSTARIa DESARROLLAR? 
(usa las slgulentes ideas 
para ayudarte a peiisar) 

Coclna/aliBentos 

cocinero 
planear menus 



Sala 



tCOHO PODRlAS GANARTE LA VIDA 
HACIENDO ALGO SEMEJANTE? 



cCOMO PODRIAS OQNVERTIR ESTAS 
HABILIDADES EN UN NEGOCIO EN CASA? 



coclneri) cle coiaidas n 
dietologo 



vender postres a ud restorin 
consejero de dietaa 



Dlvertir a anlgos 



anfitri6n de hotel 



caabiar los muebles de un lugar a otro decorador de inter lores 



hacer decor aciones 
para vender 



s 



Closet de ropa 

coQprar ropa 
coaer ropa 



coQprador de ropa 

costurera 

aastre 



coser en casa 



2iv 
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H 



iQUE HABaiDADES HAS DESARROLURDO? 



600M0 PODRIAS GANARTE Ik VIDA 
HACIENDO ALGO SIMIliS? 



iCOMO PODIAS TRASFORMAR ESTAS 
HABILIDADES EN UN NEGOCIO EN CASA? 



X 
> 



CO 



Ninos 

culdarlos 
entreteoerlos 



Cuentas y rec6rds 
presupuesto 



ayudante en guarderia (nlnos) 
payaso 



contador 



cuidar nliios 

diverslones para fiestas de 
niiios 



preparador de ifflpu«atcs 



a 

§ 

rt 



Con8ervaci6n y reparacl6[i 
reejsplazar focos 
plntar 



adjninistrador de apartanentos 
conservapl6n de llmpieza 



reparaclones diversas 
en el hogar 
pintor de casas 



to 

ON 



21 



i 

H 

H 
< 
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^QUE HABIIIDADES HAS D£SAfiROLLADO? 



Jardln/Cultlvo 



iCOHO PODRIAS GANARTE U VIDA 
HACIENDO AIGO SIHIUR? 



iCOMO PODRIAS TRASFORMAR ESTAS 
HAflLIDADES EN UN FEGOCIO EN CASA? 



plantar 

conaer*'aci6n del jardln 



dlsenador de jardln 

servlco de cooservacion de jardlnes 



cultlvar plantas para vender 



Pasatieiapos 



i 



O 



C uldar peraonaB 

culdar un pariente enferoo 
cuidar un pariente anciano 



ayundante de enfersera 
eopleado de casas de salud 



trabajar para anclanGs 
0 eaferoos 



2b 



P3 

?3 



H 

H 
< 



> 

H 
H 
O 

z 
> 

r 

> 

w 
> 

C/3 



6QUE HABILiaU)ES HAS DSSARROLUDO? 



tOOMO PODRIAS GANARTE U VIDA 
HACIENDO ALGO SEMEJANTE? 



cCOMO PODRIAS CONVERTIR ESTAS ^ 
HABILIDADES EN UN NEGOCIO EN CASA? £: 



Cuidar apimales en caaa 
alljnentarlos 



ayudante de veterinario 



cuidar aniaiales cuando sus 
duenos esUn ausentes 



r\ 
O 
0 

p 
ft 



Otras cosas Que haces en casa 



§ 

O 
H 

o 

00 



2ai 



00 



Activity five: Pick a Career in Home Economics , In order to summarize the 
information for their own use, have students complete Pick a Career in 
Home Economics (Handout 6HE). 
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HANDOUT 5HEs ENGLISH 

PICK A CAREER IN HOME ECONOMICS 

Directions : For the purpose of this exercise, choose a home economics 
related occupation. What job interests you? • 

Find out as much as you can about the job you chose. (Source: job 
descriptions, newspaper ads, interview a person who has a job in the home 
economics field.) 



1. Answer the following questions concerning your choice: 

a. Does the job require food preparation? 

b. Would you be serving elastomers food? 

c. Would you be working with textiles and clothing 
design? 

d. Would you be working in a kitchen? 

e. Would you be working with ten or fewer co-workers? 
fr. Would your time be spent mostly with children? 

g. Would taking care of people's hair be the main 
focus of this job? 

h. Would keeping customers happy be an Important part 
of the job? 

i. Are the hours a regular 0-5 day in this job? 
j. Is evening work required? 

k» Would you be working with people most of the time? 

2. Answer these questions abo^it pay and training. 

1. How much training is needed to do this job? 

m. What would your beginning salary be? 



n. What next step could you advance to after an 
entry-level position? 



Yes No 



EKLC 
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HANDOUT SHE: ENGLISH (Cont.) 

3, Why are you interested in this job? Check the reasons below that apply 
to you and add your own reason* 

a, I like to make customers happy, 

b. Cooking is a favorite activity of mine* 

c, I like to design clothes. 

d* I enjoy sewing very much* 

e. Evening work would fit into my schedule* 



f * There is the possibility I could do this job in the future 
as my own business* 

g* I enjoy caring for children* 

h* I like to make rooms neat and tidy* 

i* Fixing people's hair would be an enjoyable activity* 

j* When I have spare time, I really enjoy sewing new clothes* 

k* I really enjoy picking out different clothe? for me or 
others to weax * 

1, Running an efficient hotel or restaurant has always 
interested me* 



Other reasons for job choice: 
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HANDOUT SHE: ENGLISH (Cont.) 



4, Make a summary of your job choice • Include your salary, training 
needed, work environmecit , and skills needed. Explain how your personal 
life plans and values fit into this job choice. If possible, interview 
someone who is working in the field of home econo^cs. Tell the advantages 
and disadvantages of your job choice. 



5. What steps are needed to reach your ideal job in the field of home 
economics? These steps might include summer or part-time jobs, high school 
classes, college or other training. Then you might have two or three jobs 
before you learn enough to be promoted to the job you want. On the line 
below, make a list of the steps you might take in the next ten or fifteen 
years. 



Age 



15 



20 



25 



30 
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HANDOUT SHE: SPANISH ' 

ESCOGE UNA CARRERA EN ECONCMIA DOMESTICA 

Instrucciones : Para poder hacer este ejercicio, digamos que has decidido 
tener un trabajo en el campo de economla domfestica. iCudl trabajo te 
interesa? 



Investiga tanto como puedas acerca del trabajo que escogiste. (Fuentes de 
informacl6n: descripciones de trahajos, anuncios en los peri6dicos» 
entrevistas a personas que tienen este trabajo o que trabajan en el campo 
de economia domSstica.) 

1. Contesta las siguientes preguntas referentes a tu selecci6n marcado 
SI o NO . 



SI NO 



a, 6 El trabajo requiere peparaci6n de alimentos? 

b, iServirias alimentos a los clientes? 

c, iTrabajarlas con textiles y diseno de ropa? 

d, 6Trabajarlas en una cocina? 

e, iEstarias trabajando con diez o menos companeros de 

trabajo? 

£. iTrabajarias con ninos la mayor parte del tiempo? 

gu iSeria el punto mks importante de este trabajo 
arreglar el cabello de Id gente? 

h. 6Seria parte importante del trabajo el tener 

contenta la gente? 

i. En este trabajo, 6el horario es de 8 horas diarias 
cinco dlas a la semana? 

j. iSe requiere trabajar cn la noche? 

k. iEstarias trabajando con gente la mayor parte 
del tiempo? 
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HANDOUT SHE: SPANISH (Cont.) 

2, Refi6rete a la descripcl&n de trabajo para contestar estas preguntas 
acerca de pago y entrenamiento # 

1. 6Cuanto entrenamiento se necesita para hiicer esto? 

m. iCxxkl serla tu salario para empezar? 

n. 6 A cu4l puesto podrlas avanzar despu6s de trabajar 
al nivel de entrcda? 

3. 6Por qu6 estSs interesado en este trabajo? Marca las razones 
que aparecen aba jo que se apliquen a ti y a tus razones jTopias* 

a. Me gusta que los compradore" estSn contentos* 

b. Mi actividad favorita es cocinare 

c. Me gusta disenar ropa. 

d. Me ericanta coser. 

e. El trabajo per la noche se acomoda a mi horario. 

f • Existe la posibilidad de que pudiera yo hacei este 

trabajo como negccio prjpio« 

g. Me gusta mucho cuidar ninos. 

h. Me gusta arreglar las habitaciones para que estSn limpias, 

i. Es muy agradable arreglar el cabello de la gente. 

j. Cuando tengo tiempo libre, disfruto cosiendo ropa nueva. 

k, Verdaderamente me gusta escoger ropa para mi y para otras personas. 

1. Siempre me ha interesado hacerme car;,c de un hxotel o de un 

restor&n , ef icieiitemente • 

Otras razones por que hiciste esa selecci6n: 
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KANDOUT SHE: SPANISH (ContO 

4. Sumariza el trabajo que escogiste. Incluye tu salario, entrenamiento 
necesario, ainbiente de trabajo y habilidades que se necesitan. Explica 
como se aconiodan tus planes y valores de tu vida personal en el trebajo que 
escogiste. 



5. 6Qu6 pasoi necesitas dar para alcanzar tu trabajo ideal en el campo de 
economia domestica? Estos pasos pueden incluir trabajos de verano o de 
medio tiempo, clases de secundaria, de colegio o algun otro entrenamiento. 
Asi, tendr4s dos o tres trabajos antes de que puedas ascender al trabajo 
que quieres. En la linea de aba jo, haz una lista de los pasos que podrias 
tomar en los diez o quince anos que siguen. 



EDAD 
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ADDITIONAL ACTIVITIES: 



1, Have several students Interview and report on individuals that they 
kr^'ov who have a home business # Have students develop their own list cf 
questions in class so that they can practice this Important skill. You 
might make sure that certain topics are covered, such as the skills 
needed, how the person got started, what service is provided, who the 
clients are, how records are kept, legal requirements, and the pluses and 
minuses of self --employment at home« 

2. Plan a "field trip" to the school cafeteria at a time when your 
students can chat with staff. Again students should prepare and practice 
a list of questions, regarding what the jobs are called, what the 
requirements are including skills and training, and what the workers see 
as the advantages and disadvantages of their jobs. 
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HOME ECONOMICS OCCUPATIONS 

Page 



1. model • . 241 

2. childcare aide 243 

3. retail sales worker 245 

4. barber* 247 

5. cosmetologist* 249 

teacher aide 251 

7. waiters* assistant and kitchen helper 253 
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*These jobs are classified under Trade & Industry, but included here due 
to their relationship to the Home Economics area. 



MODEL 



Typical Tasks: The tasks vary according to the specific job, which may be 
posing for a photographer or artist, modeling clothes for a department 
store, or playing a part in a television commercial. 

Working Conditions: Models may work long hours. They may be under hot 
lights or required to maintain a pose for a half an hour. 

Training and Qualifications: There is no particular training required. 
Modeling schools are misleading because they train their clients to improve 
their appearance and do not necessarily find them work. This is done by 
modeling agencies. However, models must have the kind of appearance that 
their clients want. Models may spend a lot of time maintaining their 
appearance. Most professional models get their Jobs through agencies, so 
the first step is to be accepted by an agency. Television models must 
belong to the Screen Actors Guild or the American Federation of Television 
and Radio Artists. 

Job Outlook: Extremely competitive . Many models work only occasionally 
and therefore must have other jobs. 

Earnings: Models working in department stores and conventions earn between 
$8-12 per hour. Photographic models can earn between $50 to $100 an hour 
when working through an agency, but part of their earnings go to the 
agency. Television models can earn between $180 to $300 a day depending on 
the importance of the role. 

Advancement: There is no natural advancement in the field of modeling, hue 
the experience can be a stepping stone to other jobs such as fashion show 
coordinator. 

Language Skills: The Hispanic population of California has doubled in the 
past decade. As more advertisers try to reach the Hispanic market, there 
will be increased opportunities for Hispanics in this area. However, this 
field employs very few people and is highly competitive. 
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MODELO/i^DEL 



Tareas Tlplcas: Estas varian con cada trabajo; podrlan ser: posar para un 
fot6grafo o artista, modelar ropa, para un centre comercial o representar 
un papel en un anuncio comercial en televisi6n. 

Condlclones de Trabajo: Los/as modelos podrlan trabajar muchas horas 
seguidas. Pudieran permanecer hasta media hora bajo fuertes luces y en una 
sola postura* 

Entrenamiento y Callflcaclones: No se requiere ning&n entrenamiento 
especial » Las escuelas de modelos solamente hacen hincapiS en mejorar la 
apariencia de sus cXieatest pero necesariamente no los ayudan a encontrar 
trabajo. Esto se hace a travSs de agencias de modelos. Sin embargo, los 
modelos deben tener la apariencia que sus clientes quieran. Los modelos 
pudieran usar gran parte de su tiempo mejorando su apariencia. La may or la 
de los modelos profesionales obtienen su trabajo por medio de las agencias; 
los aspirantes a modelo deben ser aceptados por una agencia primero. Los 
modelos de televisi60 deben pertencer a la Asociaci6n de Actores o a la 
Federaci6n Americana de Artistas de Televisi6n y Radio. 

Perspectivas de Trabajo: Hay mucha competencia. Muchos modelos s6lo 
trabajan ocasionalmente y por eso deben tener otros trabajos. 

Salarlos* Los modelos que trabajan en tiendas comerciales grandes ganan de 
$8.00 $12.00 la hora. Los modelos fotogrSficos pudieran ganar entre 
$50*00 y $100.00 por hora cuando trabajan por medio de una agencia, pero 
parte de sus ganancias van a la agencia. Los modelos de televisi6n pueden 
ganar entre $180.00 y $300«00 al dla» dependiendo de la importancia de su 
papel . 

Ascensos: No existe un mode natural de ascenso para un modelo, pero la 
experiencia puede servir para obtener otros trabajos como el de coordinador 
de desfiles de modas. 

Lenguaje: A medida que la poblaci6n hispana aumenta en California, tambiSn 
aumenta la convenlencia de hacer publicidad en espanol, y por lo tan to 
podrla haber m^s oportunidad para hispanos en este campo. Sin embargo, se 
emplea mny poca gente y es muy competitivo. 
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CHILD CARE AIDE 



Typical Tasks: Responsibility for young children in a private or public 
day care center or pre-school. The child care aide may supervise children 
at play, organize activities, feed them and look after other basic needs. 

Working Conditions: Day care centers are usually pleasant places e They 
are noisy and it is essential to like being around young children. 

Training and Qualifications: Some positions may require a license or 
certificate which may be obtained by studying in a vocational program. 
Other positions may provide training. 

Job Outlook: Good. As more women work outside the home there will be an 
increased need for child care workers. 

Earnings: Generally low. The average hourly rate is for child care aides 
is $3.75 to $4.00/hour. Child care teachers earn $4.00 to $6.00/hour. 

Advancement: With additional education and training, the child care aide 
can become a nursery school teacher, a child care center director, or an 
elementary school teacher. 

Language Skllla: Basic English skills are required. The ability to speak 
Spanish is helpful in working with Spanish-speaking children. 
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AYUDANTE DE GUARDERIA/CHILD CARE AIDE 



Tereas Tlplcas: Ser responsable del culdado de nlnos en guarderlas 
publicas y particulares. El ayudante pudiera super visar a los nines 
mlentras juegan, los allmentan, organlzar otras actlvldades y culdan de 
otras necesldades bSslcas. 

Condlclones de Trabajo: Las guarderlas son lugares agradables. Hay ruldo 
y es esencial el gustar estar con nifios. 

Entrtnaffllento y Calif Icaclones: En algunos puestos se requlere una 
llcencla o certlflcado que puede obtenerse estudlando en un program 
vocaclonal. Otros puestos podrian proporclonar entrenamiento. 

Perspectlvas de Trabajo: Son buenas. Mlentras m&s mujeres trabajen fuera 
de casa^ habrS m^s necesldad de gente que trabaje en las guarderlas. 

Salaries: Son generalmente bajos. El promedlo de pago por hora es de 
$3.75 a $4.0G la hora. Maestras de guarderla ganan entre $4.00 y $6.00 la 
hora. 

Ascensos: Se necesita educacl6n adlclonal y entrenamiento para llegar a 
ser profesor de guarderla, director de una guarderla o profesor de escuela 
prlmarla. 

Lenguaje: El lngl6s bSslco es necesarlo. Hablar espanol es utll cuando se 
trabaja con nlnos de habla hlspana. 
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RETAIL SALES WORKER 

Typical Tasks: The sales worker's task is to interest customers in buying 
the merchandise • They receive payments, wrap packages, and answer 
questions about the merchandise. 

Working Conditions: Stores are usually pleasant places to work. The sales 
worker may have to stand for long periods. 

Training and Qualifications: High school graduates are preferred. Courses 
in psychology and math are helpful, as well as distributive education 
(merchandising) courses. In addition, any course that provides special 
knowledge of a certain area such as clothing, fabric, or stereo equipment 
is useful to the person selling in that area. 

Job Outlook: This is a large field and the turnover is high, so it 
provides many entry-level jobs. 

Earninf>: Starting wage is usually the Federal minimum wage. Some sales 
workers earn commissions. Sales workers can usually buy merchandise at a 
discount. Sales workers hourly rates are usually between $4.00 to $9.00/an 
hour. 

Advancamant: It is possible to advance to higher paying sales jobs, and 
even to management. However, a college degree is usually necessary for 
management positions . 

Language Skills: Good English communication skills are needed. Spanish is 
useful for talking to Spanish-speaking customers. 
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VENDEDOR AL MENUDEO/RETAIL SALES WORKER 



Tareas Tlpicas: La tarea consiste en interesar a los comprador es para 
comprar la mercancla. Ellos reciben los pagos» envuelven la mercancla y 
responden a las preguntas que se hagan acerca de esa mercancla. 

Condlciones de Trabojo: Generalmentet las tlendas son agradables para 
trabajar en ellas. Los vendedores podrlan permanecer de pie durante largas 
horas • 

Entreiamlento y Calif icaciones: Se prefieren personas que hayan terminado 
la escuela secundaria (high school). Es util haber tornado cursos en 
psicologla, matem^ticas y otros cursos de educaci6n general. Adem&s, algun 
cur so que d6 algun conocimiento especial en Sreas como ropat telas, equipos 
estereof6nicos 

Parspectlvaa de Trabajo: El campo de trabajo es muy amplio y hay muchos 
trabajos al nivel de entrada. 

Salaries: Generalmente se empieza a ganar el salario mlnimo Federal. 
Muchos puestos pagan entre $4cOO y $7.00 la hora. Algunos vendedores 
reciben cociisi6n. Los vendedores usualmente pueden comprar mercancla con 
descuento . 

Ascensos: Es posible avanzar a puestos en ventas o administrativos mejor 
pagados. Para 6sto ultimo se necesita un tltulo universitario. 

Lenguaje: Buen ingles oral y escrito es necesario. Es titil hablar espanol 
con compr adores de habla hispana. 
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BARBER* 



Typical Tasks: Barbers shampoo, condition, cut and dry hair. Some 
barbers are hair stylists who specialize in shaping hair. Barbers also 
give shaves, shape and trim beards and mustaches, and perform facial or 
scalp massages. Some barbers measure, fit, and groom hairpieces. 

Working Conditions: Barber shops are located in residential 
neighborhoods, downtown business districts, suburban shopping centers, 
airports, and hotels. Since barbers stand for most of the day, the work 
may be physically tiring. 

Training and Qualifications: Barbers in California mut:t be registered by 
the State Board of Barbers Examiners. Applicants must have a ninth grade 
education, be at least 18 years of year, and complete a 1,500 hour course 
in a State approved barber college. After completion of the course, a 
State board test must be passed in order to receive a license to practice. 
One can also become a barber through an apprenticeship program. In the 
apprenticeship program, one must successfully complete two years of 
on-the-job training and related instruction to be certified. Barbers must 
be able to work rapidly and efficiently and relate well to clients and 
fellow employees. 

Job Outlook: This industry is currently expanding after a poor ocoromic 
period. The increasing popularity of hair styling will offset the effect 
of the fashion tf longer hair. Turnover in the occupation has been quite 
high which creates new jobs. 

Earnings: Barbers generally earn either a commission or a set fee for 
each service performed or a guaranteed weekly wage. It is possible for an 
experienced barber to earn $400 - $500/week; however the amount of income 
very much depends on the location, clientele, and skills of the barber. 

Advancement: Experienced barbers can become shop managers, own their own 
shop, become barber college instructors, or obtain jobs with manufacturers 
of barber products. 

Language Skills: Good English communication skills are required for most 
jobs. It is possible to take the state exam with the aid of a translator. 
Bilingual barbers can serve Spanish-speaking clients. 



*This occupation is classified under Trade and Industry. It is included in 
the Home Economics section because it is similar to other home economics 
occupations. 
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BARBERO/PELUQERO* 



Tareas Tlpicas: Los barberos/peluqueros condlclonan, cortan y secan pelo,> 
Algunos son estilistas en pelo y se especiallzan en dar forma al pelo. 
Tambi6n rasuran la barba, recortan y dan forms a las barbas y bigotes; dan 
masaje facial o del cuero cabelludo, Algunos, mideni ajustan y asean 
pell as parciales. 

Condlclones de Trabajo: Las peluquerlas estdn localizadas en barrios 
residenclales, ^reas comerciales areopuertos y hoteles. El trabajo de 
barbero puede ser cansado flslcamentei ya que pasan de pie la mayor parte 



Entrenamlecto y Calif Icaclones: En California , los barberos/peluqueros 
deben registrarse en la Mesa Directiva de Barberos del Estado (State Board 
of Barbers Examiners) • Los solicitantes deben haber completado el noveno 
grado de educaci6n, tener 18 anos de edad por lo menos y haber completado 
un cur so de 1,500 horas en una escuela para barberos aprobada por el 
Estado. Despu^s? de completar el cur so hay que pasar un examen que da la 
Mesa Directiva del Estado (State Board) para recibir la licencia para 
ejercer. Tambi6n se puede llegar a ser barbero/peluquero por medio de un 
programa de aprendizaje. En 6ste se pueden completar 2 anos de 
entrenamiento en el trabajo y las instrucciones relacionadas a 61, para 
obtener un certificado. Los barberos/peluqueros deber^n trabajar r^pida y 
eficientemente y llevarse bien con los clientes y companeros de trabajo. 

Perspectlvas de Trabajo: Este tipo de trabajo estk extendi6ndose otra vez 
despu6s de un tiempo mas bien malo. Se han puesto de moda otra vez cortes 
de pelo estilizados en vez del cabello largo sin arreglo. Esto ha ayudado 
en la creaci6n de nuevos empleos. 

Salaries: Los barberos/peluqueros usualmente ganan ya sea una comisi6n o 
una cantidad fija por cada servicio que den, o un salario semanario. Un 
barbero con experiencia puede ganar de $400.00 - $500.00 semanarios; sin 
embargo, Ic que gane depende mucho de la localidad, la clientela y la 
pericia del barbero. 

Ascensos: Los barberos/peluqueros pueden llegar a administradores de la 
barber la, ser duenos de su propio negocio, ser instructores de barber la en 
los coleglos o tambiSn obtener trabajos con fabricantes de productos de 
peluquerla. 

Lenguaje: Ingl6s b^sico es necesario para la may or la de los trabajos, pero 
se permite tomar el examen del Estado con la ayuda de un traductor. Los 
barberos de habla hispana pueden atender a los clientes de habla hispana. 

*Esta ocupaci6n estk clasificada bajo comercio e industria. Est4 incluida 
en la secci6n de economla domSstica porque es semejante a otras ocupaciones 
en economla domSstica. 



del dla. 
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COSMETOLOGIST* 



Typical Tasks: Cosmetologists, are also called beauty operators, hair 
stylists, or beauticians. They shampoo, cut, and style hair, and advise 
clients on how to care for their hair. They may straighten or permanent 
wave hair as well as color hair. Cosmetologists may give manicures, scalp 
and facial treatments; provide makeup analysis for women; and clean and 
style wigs and hairpieces. 

Working Conditions: Cosmetologists generally work in attractively 
decorated, well-lighted, clean, air-conditioned salons. The work requires 
considerable standing, stooping, and reaching throughout the day. Exposure 
to chemicals may cause aller(:ic reactions to skin and lungs. 

Training and Qualifications: To become a licensed cosmetologist, a person 
must pass a State Board examination given by the California Board of 
Cosmetology. To qualify for the examination a person must have at least a 
10th grade education, 1,600 hours of approved cosmetology instruction, and 
be at least 17 years old. Training can be obtained either through an 
accredited beauty college or a community college. 

Job Outlook: Cosmetologists seeking work are generally able to find jobs 
easily especially in areas with growing populations. Hairs ty ling for men 
contributes to the demand for cosmetologists. Turnover tends to be high 
in this occupation. 

Earnings: Most cosmetologists are paid on a commission basis, usually 45 
to 60 percent of gross receipts; others receive a straight salary. There 
is tremendous variation in earnings depending on skills, clienteles, and 
location. Cosmetologists may earn just over minimum wage to $500 a week or 
more. 

Advancement: Advancement can be in higher earnings with more experience. 
Other advancement possibilities might include owner or manager of a salon, 
teacher, sales representative, fashion consultant, beauty editor, or ex- 
aminer for State Boards. 

Language Skills: Good English communication skills are required for most 
jobs. It is possible to take the state exam with the aid of a translator. 
Bilingual cosmetologists can serve Spanish-speaking clients. 



*This occupation is classified under Trade and Industry. It is included in 
the Home Economics section because it is similar to other home economics 
occupations. 
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COSMETOLOCO/A /COSMETOLOGIST* 



Tareas Tlpicas: A los cosniet6logos tamb'4n se les llama peimador/a o 
empleados de salones de belleza. Ellos la van el cabello, lo cor tan, lo 
estilizan y aconsejan a sus clientes como cuidar su cabello. Pudieran 
restirar el pelo, darle permanentes y pintarlo. Tambi6n pudieran dar 
manicure, masaje en el cuero cabelludo y en la cara; pudieran aconsejar a 
la mujeres acerca de c6mo usar los cosm6ticos de la cara (makeup), AdemAs, 
llnipian y etilizan pelucas completas y parciales^ 

Condlcion00 de Trabajo: Los cosmet6logos trabajan generalmente en salones 
atractivamente decorados, bien iluminados, limpios y con aire 
acondicionado • El trabajo exige estar de pie por mucho tiempo, agachlmdose 
y estir^dose constantemente para tomar objetos necesarioB para el trabajo, 
EstSn expuestos a substanclas quimicas que podrlan causar reacciones 
alSrgicas a la piel y a los pulmones. 

Entrenamlento:7 Calif icaciones: Para obtener una licencia de cosmet6logo 
se debe pasar un examen de la Mesa Directiva del Estado, (California Board 
of Cosmetology). Para calif icar para este examen se debe haber completado 
hasta e] 10 grade de educaci6n, 1,600 horas de 3r":^.:cci6n aprobada en 
cosmetologla y tener 17 anos de edad por lo menos. El entrenamiento se 
obtiene por medio de una escuela acreditada de cosmetologla o un colegio 
colegio de la comunidad. 

Perapectlvas de Trabajo: Los cosmet6logos que buscan empleo, lo encuentran 
generalmente en Areas donde la poblaci6n est& creciendo. Hay mucha demanda 
para e8tilizaci6n de cabello de hombre. 

Salarloe: La mayorla Je los cosmetologos est£n pagados a comisi6n, 
usualmente de 45% a 60% del total de sus recibos; otros reciben un salario 
total. Sin embargo, hay una tremenda variaci6n de salaries, que depende de 
la habilidad, la clientela y la localidad d6nde se trabaje. Los 
cosmet6logos pueden ganar de un poco m£s que el sueldo mlnimo hasta $500 
por semana o wAs. 

Ascensos: Estos pueden ser en salaries m&s elevades e pudiera incluir ser 
dueiio o adminis trader de un sal6n, ser prefeser, representante de ventas, 
censultante, editor de artlcules de belleza e examinador de la Mesa 
Directiva del Estado. 

Lenguaje: Ingles baslce es necesarie para la mayorla de puestos, pero se 
permite tomar el examen del Estado por medio de un traductor. Los 
cosmet6logos de habla hispana pueden atender a los clientes de habla 
hispana. 

*Esta ocupaci6n est4 clasificada bajo comercio e industria. Est4 incluida 
en la secci6n de economla domSstica porque es semejante a otras ocupaciones 
en economla dom^stica. 
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TEACHER AIDE 



Typical Tasks: Teacher aides handle routine classroom tasks so that 
teachers can spend more time teaching. Responsibilities vary from school 
to school. Under supervision of the teacher, aides might work wltn a group 
of students, change bulletin boards, set up audio-visual equipments grade 
homework, assist students, and read stories to the students. 

Working Conditions: Teacher aides may work inside in a classroom or 
outside on the playground. They spend much of their time standing, 
walking, or kneeling. Working with children may be both emotionally and 
physically tiring. Many of the positions are part-time. 

Training and Qualifications: The job requires high school diploma or 
equivalent. In general a teacher aide must speak and write good English, 
know basic arithmetic skills, be patient with children, and have stamina. 
Some of the jobs require bilingual skills. Most teacher aides are trained 
on the job. 

Job Outlook: The job opportunities will vary with school enrollment and 
budget decisions. More of a demand exists for individuals with bilingual 
skills. 

Earnings: Wages are $3.75 to $6.75 an hour. 

Advancement: Advancement for teacher aides is either in higher earnings or 
increased responsibility. With additional education, teacher aides could 
earn a bachelor's degree and become a certified teacher. 

Language Skills: Good English skills are required. Many teacher aide 
positions are in programs such as Bilingual Education or Migrant Education. 
Bilingual skills are frequently required. 
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AYUDANTE DE PROFESOR/TEACHER AIDE 



Tareas Tlpicas: Los ayudantes de profesor se encargan de las tareas de 
clase rutinarias para que los profesores puedan tener m&s tiempo para 
ensenar. Las responsabilidades varlan de escuela en escuela. Bajo la 
supervisi6n del profesor p los ayudantes pudieran organizar los salones de 
clases, trabajar con un grr-)o de alumnos, cambiar los peri6dicos murales 
(bulletin boards), preparar a los estudiantes y leer cuentos a los 
estudiantes. 

Condlclonat da Trabajo: El ayudante pudiera trabajar dentro de un sal6n de 
clases o en el campo de recreo. Pasan mucho tiempo de pie, caminando o de 
rodillas. Trabajar con ninos pudiera ser cansado emocional y flsicamente. 
Muchos de estos puestos son de medio tiempo. 

Entranamiento y Calif icaciones: El trabajo requiere un diploma de 
secundaria o su equivalente. En general, un ayudante de profesor debe 
hablar y escribir bien en ingles y tener conocimientos b&sicos de 
matemAticas, ser paciente con los ninos y tener resistencia flsica. 
Algunos trabajos requieren habilidad bilingue. La mayorla de los ayudantes 
se entrenan en el trabajo. 

Per spec tivas de Trabajo: Las oportunidades de empleo varlan con el ndmero 
de alumnos inscritos y el presupuesto de la escuela. Hay miis demanda de 
personas que sean bilingues. 

Salarios: De $3.75 a $6.75 la hora. 

Ascensos: Los avances para ayudantes de urofesor consisten en un auraento 
de salario o ie responsabilidad. Con educaci6n adicional, un ayudante de 
profesor pudiera abtener un titulo de bachiller (B.A.) y llegar a ser un 
profesor certificado. 

Languaje: Buen ingl6s oral y escrito es necesario. Muchos puestos de 
ayudimte son en programas para ninos bilingues y entonces es necesario 
hablar espaiiol. 
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WAITERS ' ASSISTANT AND KITCHEN HELPER 



Typical Tasks: Waiters' Assistants clear and reset tables, and assist 
bartenders and cooks by bringing supplies, and cleaning work areas. 
Kitchen helpers assist with food preparation and wash pots and pans. 

Working Conditions: Restaurants are usually attractive work places. Night 
and weekend work may be required. Waiters' assistants may work less than 
full time. The pace of work may be fast and require lifting moderately 
heavy trays and pans. 

Training and Qualifications: A high school degree is not required. A 
certificate from the health department may be needed to show thc^X employees 
do not have any contagious disease. 

Job Outlook: There are will be an increased demand for restaurant workers. 

Earnings: The pay is relatively low, ranging from $3.75 to $7.00 an hour. 
Meals are usually included. Waiter's assistants usually get a percentage 
of the waiter's tips. 

Advancement: Kitchen helpers can advance to cook '3 helper or cook. 
Waiter's assistants can advance to waiters. 

Language Skills: The ability to speak English is not required for this 
occupation. Basic English is necessary for adv£uxcement. 
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AYUDANTE DE MESERO/A Y DE COCINA/WA ITERS' ASSISTANT AND KITCHEN HELPER 



Tereas Tlpicas: Los ayudantes de mesero llmpian y arreglan las mesas 
cuantas veces sea necesario, ayudan a los cantineros y a los cocineros a 
transportar materiales y a llmpiar las &reas de trabajo. Los ayudandes de 
coclna podrlan ayudar con la preparaci6n de los allmentos y lavar cacerolas 
y sartenes. 

Condlcloaes de Trabajo: Los restorantes son por lo general, lugares de 
trabajo atractivos, pero podrla requerirse que se trabaje por las noches y 
en fin de semana. Los ayudantes de mesero podrlan trabajar menos de tiempo 
completo. El trabajo podrla ser rfipido y requiere levantar charolas y 
cacerolas pesadas. 

Entranamlanto y Callflcaclones: No se requiere escuela secundaria (high 
school) y a veces ni saber hablar inglfes. Se pide un certificado del 
departamento del departmento de salubridad para mostrar que no se padece 
ninguna enfermendad contagiosa. 

Perspectivas de Trabajo: La demanda de trabajadores para restordn seguird 
creciendo. 

Salaries: La paga va de 3.75 a $7.00 la hora. Los ayudantes de mesero 
pudieran reeibir un porcentaje de las propinas de los meseros. Las comidas 
se incluyen generalmente. 

Aacensos: Ayudantes de cocina pueden avanzan a cocinero. Ayudantes de 
mesero pueden llegar a ser meseros. 

Lenguaje: No se necesita hablar ingl6s para este trabajo, pero inglfes 
b&sico es necesario para cualquier avance. 
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COOK 



Typlccl Tasks: Restaurant cooks prepare a variety of food such as sauces » 
soups, meats, fish and poultry, vegetables, and desserts. The type of 
cooking varies with the restaurant. Short-order cooks or fry cooks, who 
work in coffee shops and "family" restaurants, prepare simple, fast-cooking 
meals and snacks. Cooks who work in dinner houses are known as dinner 
cooks. They prepare more complex meals. 

Working Conditions: Many kitchens have modern equipment, convenient work 
areas, and air-conditioning. Others in older and smaller eating places may 
be marginally equipped. In most ki':chens, cooks must stand most of the 
time, lift heavy pots, and work near hot stoves. Hours may Include late 
evening, weekend, and holiday work. 

Training and Qualifications: Some employers hire only experienced cooks. 
Others will promote and train cooks from within. Persons with no 
experience or training are typically hired as dishwashers or kitchen 
helpers. Persons with experience are hired at higher level as pantry 
persons, prep cooks, station or line cooks, or assistants. Training is 
also obtained through an apprenticeship program of three years. 

Job Outlook: There is a shortage of experienced specialty cooks. An over- 
aupply exists of applicants with fast-food experience only. Employment is 
concentrated in restaurants (ranging from fast-food establishments to the 
more elegant dinner houses), in hospitals and convalescent homes, and in 
elementary and secondary schools. 

Earnings; Entry-level cooks start at $3.75 to $6.00 an hour. Non-union 
wages for experienced cooks range from $5.75 to $12.00 an hour. 

Advancement: Trainees will advanced as skills are developed. Experienced 
cooks can move up into chef or supervisory positions. Some go into 
busrluess as caterers or restaurant owners; others might become instructors. 

Language Skills: Basic English skills are required. Bilingual skills may 
be useful to talk to Spanish-speaking employees. 
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COCINERO/COOK 



Tarsas Tlplcas: Los cocineros de restordn preparan una variedad de comida 
como por ejemplo, salsas, sopas, carnes, pescado, polio, verduras y 
postres. La manera de cocinar varla con cl festor&n. Los cocineros que 
trabajan en restoranes donde se preparan 6r denes pequefias, cafeterias y 
allmentos estilo '^familiar/* cocinan comidas r&pidas y bocadillos. Los 
cocineros que trabajan donde se slrven coimldas m&s ccmpllcadas se llaoian 
cocineros de cena. 

Condlclones de Trabajo: Muchas coclnas tlenen un equlpo moderno, dreas 
convenientes de trabajo y aire acondiclonado, Los que trabajan en lugares 
mks pequenos y antlguos, podrlam estar mal equlpados. En la may or la de las 
coclnas, los cocineros tlenen que estar de pie canl todo el tlempo, 
levantar cacerolas pesadas y trabajan cerca de estufas pesadas. Sus 
horarlos podrlan inclulr horas por la noche, fines de semana y dlas 
festivos. 

Entftnamlanto j Calif icaclones: Algunos patrones s6lo emplean cocineros 
experimentados. Otros ascienden y entrenan a cocineros que ya tlenen. 
Quienes no tlenen experiencia ni entrenamlento se emplean como lavadores de 
platos o ayudantes de cocinero. Los que tlenen experiencia se emplean a un 
nivel mks alto como, ayudante de cocina. Tambi^n se puede obtener 
entrenamlento por medio de un prograoia de aprendiz que dura 3 afios. 

Perspectivas de Trabajo: Ha^ pocos cocineros con experiencia en 
especialldades. Pero hay muchos con experiencia s6lo en comida r&pida. 
Los empleos se concentran en restoranes (que vaa de estableclmi entos de 
comidas rdpidas a los restoranes m&s elegiintes), en hospitales y casas de 
convalecientes, y en escuelas primarias y secundarias. 

Salarios: Al entrar, los cocineros comienzan con $3.75 a $6.00 por hora-, 
El pago para cocineros experimentados que no estdn sindicalizados es de 
$5.75 a $12.00 por hora. 

Ascensos: Los que se estdn ent^enando, avanzar&n a medida que aprendan. 
Los cocineros con experiencia pueden llegar a puestos ds jefe o supervisor. 
Algunos van en negocios como proveedor de banquetes en i:asas particulares o 
dueno de restordn; otros ss convierten en instructores. 

Lenguaje: El ingl6s bdsico es necesario. El espanol pudiera ser util para 
hablar a los empleados de habla hispana. 
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HOTEL HOUSEKEEPER 



Typical Tasks: Hotel housekeepers are responsible for keeping hotels and 
motels clean and providing guests with essentiaT supplies. It is their job 
to hire, train, schedule, and supervise the housekeeping staff. They keep 
employee records and order supplies. In small hotels the housekeeper may 
do some of the housekeeping duties. In larger hotels, housekeepers may 
supervise a staff of hundreds « 

Working CSondltlona: Since hotels are open around the clock, night and week 
end work is common. Housekeepers who live in the hotel usually have 
regular work schedules but they might be called to work at any time. The 
hotel or motel may be large and elegant or, on the other hand, small and 
economical . 

Training and Qualifications: Housekeeping positions require little or no 
specialized educational training, but employers prefer applicants with a 
high school diploma or equivalent. Several colleges, community colleges, 
and technical institutions offer courses in housekeeping . Executive 
housekeepers should be good at planning, organizing, record keeping, and 
people contact. 

Job Outlook: Employment of housekeepers is expected to grow faster than 
average for all occupations through the 1980 *s as additional hotels and 
motels are built. 

Earnings: Salaries of housekeepers depend on the location, size and type 
of hotel in which they work. Luxury hotels will pay more than less 
expensive hotels. Hotel housekeeping assistant's salaries can range from 
$4.00 to $10.00 an hour. 

Advancement: Although assistant housekeepers may be promoted to executive 
housekeepers after several years of experience, opportunities are limited 
because only one executive housekeeper job is available in any hotel or 
motel. 

Language Skills: Only basic English skills are needed. Bilingual skills 
may be useful in talking to Spanish-speaking clients and employees. 
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GERENTE DE HOTEL/HOTEL HOUSEKEEPER 



Tareas Tlplcas: Los gerentes de hotel tlenen la responsabilldad de 
mantener liaiplos los hoteles y moteles, y proporclonar cosas esenclales a 
los hufespedes* Su trabajo consiste en emplear, entrenar, hacer horarios y 
super visar al personal que I ace la limpieza. Los gerentes llevan records 
de los empleados y ordenan lo que se neceslta para hacer el trabajo. En 
los hoteles pequenos, los gerentes podrlan ayudar tambl6n con la limpieza. 
En hoteles grandes, podrlan supervlsar a clentos de empleados. 

Condlclones de Trabajo: Como los hoteles est&n abler tos de noche y de dia, 
es com&n trabajar en las noches y fines de semana. Los gerentes que viven 
en el hotel, por lo general tlenen horarios fljos, pero se les podrla 
llamar para trabajar en cualquler momento. El hotel o motel pudiera ser 
grande y elegante o pequeno y mod^sto. 

Entranamlento y Calif Icaclones: Se requlere muy poco o nlngiin 
entrenamj ento especlallzado para estos trabajos. Pero los patrones 
prefleren sollcltantes con diploma de secundaria (high school) o 
equlvalente. Algunos coleglos de la comunidad e lustltuclones t^cnicas 
ofrecen cursos en mantenlmlento de hotel. Los gerentes ejecutlvos deben 
ser buenos para planear, organizar, llevar records y tener contacto con el 
p^ibllco . 

PofsptCtlvas de Trabajo: Se espera que estos trabajos aumenten en los anos 
1980 m&s rdpldamente que el promedio de otras ocupaclones, debldo a la 
construccl6n de m&s hoteles y moteles. 

Salarlos: Los salarlos dependen de la localldad, tamano y tlpo de hotel en 
el que trabajan. Los hoteles de lujo pagar&n major que hoteles mks 
econ6mlcos. Los salarlos de ayudantes de gerente pueden Ir de $4.00 a 
$10.00 por hora. 

Ascensos: Los ayudantes pueden ascender a gerente ejecutivo. Pero las 
oportunldades son limltadas porque en cada hotel solamente hay un gerente 
ejecutlvo. 

Lenguaje: Se neceslta Ingles bSsico. El espanol es dtll para hablar con 
los cllentes y empleados de habla hlspana. 
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SEWING MACHINE OPERATOR 



Typical Tasks: Sewing machine operators do all kinds of sewing to produce, 
repair, restyle, or alter women's or men's garments. They may alter 
standard patterns and fit garments on customers. 

Working Conditions; Sewing machine operators might work in businesses such 
as linen suppliers, laundry, dry cleaning, retail stores, small business, 
or a clothes manufacturing plant. They sit at their work and sew either by 
hand or with a mi^chine. 

Training and Qualifications: The ability to read pattern directions and to 
sew are necessary qualifications. Good eyesight, color vision, eye-hand 
coordination, and manual dexterity are also important. Training can be on 
the job or through courses found in high school, occupational centers, 
vocational and community colleges. A high school diploma is not necessary 
to do the job, but employers may prefer someone with a high school degree 
or equivalent. 

Job Outlook: A small number work as tailors . Most job opportunities will 
be for reDlacements for those who leave the labor market. There are many 
part-time and self-employed Sewing machine operators. 

Earnings: In linen supplies, dry cleaning establishments, and retail 
stores, the pay is minimum wage to $5.00 per hour. Civil service jobs can 
pay $5.40 to $9.50 per hour. An experienced seamstress in a manufacturing 
plant can earn up to $11.00 per hour. 

Advancement: The advancement opportunities are limited to supervisory 
positions or running one's own business. 

Language Skills: Good English skills are not needed for many jobs. 
Bilingual skills may be useful in talking to Spanish-speaking clients or 
employees . Good English communication skills are required for public 
contact jobs. 
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COSTURERA Y SASTRE/SEWING MACHINE OPERATOR 

Tareas Tlplcas: Los costureras y los sastres cosen todo lo que se necesita 
para reparar, cambiar el estilo o alterar ropa de hombie y mujc-r. Podrian 
alterar patrones normales y ajustar la ropa en el cuerpo de los clientes. 

Condlclones de Trabajo: Las costureras y los sastres podrian tr aba jar en 
negocios como proveedores de ropa blanca, lavanderlas, tintorerlas, tiendas 
de ventas al menudeo, negocios pequenos o f^brlcas de ropa. Para hacer su 
trabajo, ellos se slentan a coser ya sea a mano o en m&qulna. 

Entrenaffilento y Calif icaciones: Se necesita poder leer las dlrecclones de 
los patrones o moldes y saber coser. TamblSn es Importante tener buena 
vista, ver blen los colores, coordlnacl6n entre el ojo y la mano y 
habllldad de las manos y sus dedos. El entrenamiento puede hacerse en el 
trabajo o por medio de clases que se toman en la secundaria (high school), 
centros ocupaclonales, coleglos vocaclonales y de la comunldad. No es 
necesarlo tener el diploma de la secundaria, sin embargo, los patrones 
podrian preferlr a algulen que tlene este diploma o su equlvalente. 

Perspectivas de Trabajo: El n&nero de sastres que est&n empleados es 
pequeno y su aumento ser& limltado. La mayor parte de las oportunldades 
serk para reemplazar a qulenes dejen sus trabajos. Hay muchas costureras 
que trabajan medio tlempo y para ellas mlsmas. 

Salaries: En los establecimlentos de ropa blanca, tintorerlas y tiendas de 
ventas al menudeo, el pago mlnimo es de $5.00 la hora. Los trabajos de 
servlcio social pueden pagar de $5.40 a $9.50 la hora. Una costurera con 
experlencla puede ganar hasta $11.00 la hora en una f^brlca. 

Ascensos: Las oportunldades para avanzar se 11ml tan a puestos de 
supervlsl6n o a tener su negoclo proplo. 

Lenguaje: No se necesita buen InglSs en muchos trabajos. Pero para 
trabajos que requleren contacto con el publico, si es necesarlo saber 
InglSs. El espafiOl es utll para hablar con clientes o empleados que hablan 
espanol. 
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MERCHANDISE DISPLAY WORKER 



Typical Tasks: Merchandise display workers design and set up displays of 
clothing, furniture, and other merchandise in store windows and inside 
stores. Some of the tasks include planning a theme, borrowing the 
merchandise to be used, constructing the display, and assembling of the 
display. 

Working Conditions: The work can be creative and challenging as well as 
mentally and physically demanding. Frequent deadlines and strict budgets 
may lead to tension and stress. Considerable lifting, carrying, standing, 
walking , and climbing may be necessary. 

Training and Qualifications: Beginners should know something about design 
and about merchandising. It often helps to have worked in the store as a 
salesperson. Helpful vocational courses are basic design and composition, 
fashion, costume design, interior decoration, merchandising and marketing. 

Job Outlook: Keen competition exists for jobs as display workers. One 
reason is that very few display workers are needed per store. Also display 
workers tend to stay on the job so replacement needs are low. 

Earnings: Generally the larger the store, the higher the pay for the 
display worker. Journey-level display workers range from $4.00 to $18.00 
an hour. Display managers can earn the equivalent of $7.00 to $20.00 an 
hour. Freelance display workers can charge $9.00 to $40.00 per hour. 

Advancement: Opportunities for advancement exist mainly in large stores. 
A few display managers could become store managers, merchandise managers, 
or regional display directors. Although very competitive, freelance work 
is possible. 

Language Skills: Good English communication skills are required. Limited 
use of bilingual skills. 
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TRABAJADOR/A DE EXHIBICION DE MERCANCIA/MERCHANDISE DISPLAY WORKER 



Tareas Tlplcas: Los trabajadores de exhibici6n de mercandas disenan y 
arreglan exhibiciones de ropa, muebles y otra mercanda en las tiendas y 
aparadores. Algunas de sus tareas consisten en planear un tema» pedlr 
prestada la mercancla que van a usar, construir la exhibici6n y montarla. 

Condldones de Trabajo: El trabajo puede ser excitante y creative pero 
tambi6n puede exigir mucho mental y fisicamente. Puede exist ir mucha 
tensi6n y fatiga debido a Umi taciones de tiempo y presupuesto. Hay que 
cargar y levantar cosas, estar de pie, caminar y algunas veces hasta 
trepar • 

Entrenamiento y Calif icaciones: Los principiantes deben saber algo de 
disefio y de mercancla. El haber trabajado en la tienda como vendedor, 
ayuda frecuentemente. Los cursos vocacionales que ayudan son diseno bisicc 
y composici6n, modas, diseno de vestuario, decoraci6n de inter iores, 
comercio y tScnicas de venta. 

Perspectlvas de Trabajo: Existe mucha competencia para trabajos de 
exhibici6n de mercancla. Una de las razones es que se necesitan muy pocos 
trabajadores en una tienda. Adem&s, estos trabajadores tienden a conservar 
sus trabajos, asl que la necesidad de reemplazarlos es muy baja. 

SalarioB: Mientras m&s grande sea la tienda, m&s grande ser& el salario de 
un trabajador de exhibici6n de mercancla. El promedio va de $4.00 a $18.00 
por hora. Los administradores de exhibici6n pueden ganar el equivalente de 
$7.00 a $20.00 la hora. Los quee trabajan por su propia cu^uua pueden 
cobrar de $9.00 a $40.00 la hora 

Ascensos: Las oportunidades para ascender existen principalmente en 
tiendas grandes y cadenas de tiendas. Pocos gerentes de exhibici6n podrian 
llegar a ser gerentes de tienda, de mercancla o directores regionales de 
exhibici6n. Trabajar por su propia cuenta es muy competitive, pero es 
posible hacerlo. 

Lenguaje: Buen ingl6s es necesario. El uso de espanol es muy limitado. 
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FASHION DESIGNER 



Typical Tasks: Fashion designers create clothing and accessory designs. 
They may plan the production and marketing of their creations. The 
designer might specialize in one type of garment or accessory. Tasks 
include sketching an original idea, making of patterns » selecting fabric, 
folding and draping materials, or supervising a display for a showing. A 
theatrical designer designs costumes for productions. 

Working Conditions: The working environment varies with the place of 
employment. Some designers might work in quiet, large, and well lighted 
rooms; others may be in small areas close to crowded workrooms. Often 
their work needs to be coordinated with sales personnel, firm members, 
clie^^s, and other artists. The work maj seasonal. Designers may work 
long hours to meet deadlines and budget limitations. 

Training and Qualifications: Graduation from a school or college that 
provides specialized training in fashion designing is recommended but not 
required. The primary qualifications are creative ability, drive, 
dedication, a sense of responsibility and an ability to work well with 
others. 

Job Outlook: The demand for California-designed clothing has increased 
steadily over the years; therefore the number of designer Jobs are expected 
to increase moderately. However, competition for these Jobs is keen. 

Earnings: Earnings depend on individual ability, the size of the employing 
firm, and the kind of fashion designing involved. Salaries might range 
from $1,000 a month to $40,000 and more. 

Advancement: Beginning designers start as trainees in design departments, 
or as pattern makers, pattern graders, or sketchers. Some may begin as 
assistant designers and be promoted to designer status within two to four 
years. 

Language Skills: Good English skills are required. Limited use of 
bilingual skills. 
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DISENADOR/A DE MODAS/FASHION DESIGNER 



Tareas Tl picas: Los disenadores de modas disenan ropa y sus accesorios. 
Podrlan planear la producci6n y el mercado de sus creaciones. El disenador 
podrla especializarso en un tipo de ropa o accesorio. Las tareas Incluyen 
el dibujo de una idea originalf hacer los patrones o moldes, seleccionar 
las telast doblarlas o colgarlas o supervisar la acomodaci6n para una 
exhibici6n. El disenacyor para teatro disena vestuario de teatro. 

CondlClonas de Trabajo: El ambiente de trabajo varla segiin el lugar . 
Algunos disenadores podrlan trabajar en habitaciones grandes, quietas y 
bien ilumlnadas; otros pudieran estar en pequenos sitios cerca de 
habitaciones de trabajo llenas de cosas. Con frecuencia su trabajo tiene 
que coordinarse con los vendedores otros empleados de la firma, clieutes y 
otros artistas. El trabajo podrla ser por temporada. Los disenadores 
podrlan trabajar muchas horas para cumplir plazos y limltaciones de los 
prescupuestos • 

Entrtnamlento 7 Calif icaciones: Se recomienda graduarse en la secundaria 
(high school) o en el colegio en que se hayan tornado clases en diseiio de 
modas; sin embargo, 6s to no es un requisito. Las calif icaciones 
importantes son la habilidad de crear, empuje, dedicaci6n, sentido de 
responsabilidad y habilidad para trabajar bien con otros. 

Perspectivas de Trabajo: La demanda de ropa disenada en California ha 
aumentado constantemente, asl que se espera que el niimero de disenadores 
aumente con moderaci6n. Sin embargo hay mucha competencia para estos 
trabajos. 

Salaries: Estos dependen de la habilidad del indivlduo, el tamaiio del 
negocio y de la clase de diseno. El salnrio pudiera ir de $1,000 mensuales 
a $4,000 o mks. 

AscensoS: Los disenadores empiezan como aprendices en departamentos de 
diseno, haciendo patrones o dibujos. Algunos de ellos podrlan empezar como 
ayudantes de disenadores y ser ascendidos a disenador en unos 2 a 4 anos, 

Lenguaje: Buen inglfes en necesario. Hay uso limitado para el espanol. 
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FLIGHT ATTENDANT 



Typical Tasks: Flight attendants take care of the needs of airplane 
passengers. They are responsible for seeing that the supplies of food, 
beverages, blankets, and reading materials are adequate. As passengers 
come on board, the attendants greet them, check their tickets, and help 
store baggage. During the flight, attendants serve food and assist 
passengers as needed. 

Working Conditions: Because airlines operate at all times, attendants may 
work at night and on holidays and weekends. They usually fly 75 to 85 
hours a month. Because of variations in scheduling, many attendants have 
15 days or more off each month. They may be away from their home bases at 
least one-third of the time. The work can be physically and emotionally 
demanding. Short flights require speedy service if meals are served. 
Attendants stand during much of the flight and must remain pleasant at all 
times, even though they may be tired. They may have to take care of very 
rude or demanding passengers. 

Training and Qualifications: A high school diploma is required. Most 
airlines prefer to hire people with two or more years of college. 
Excellent health, good grooming, a pleasant personality, and the ability to 
speak clearly are important. 

Most large airlines require that newly hired flight attendents complete 4 
to 6 weeks of intensive training in their own schools. At the end of their 
training, students go on practice flights. 

Job Outlook: Competition for jobs as flight attendants is expected to 
remain very keen through the mid-1990* s. Large airlines typically 
interview 50 or more applicants for each flight attendant hired. When the 
economy is down, the demand for air travel decreases so flight attendants 
may be put on part-time status or laid off. 

Earnings: Beginning flight attendants averaged about $16,000 a year in 
1982. Annual earnings averaged about $21,000. In addition, flight 
attendants and their immediate families can get reduced fares on most 
airlines. 

Advancement: New attendants are put on "reserve status" for one to five 
years which means they fill in when needed and must be available on short 
notice. When attendants advance to regular status they then apply for 
assignments. 

Opportunities for advancement to other jobs is limited. 

Language Skills: Excellent English communication skills are needed since 
attendants do speak with the passengars all the time. Spanish and other 
languages are also very helpful, especially on international flights. 
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ASISTENTE DE VUELOS (LLAMADOS TAMBIEN AEROMOZO/A) 



Tareas Tlplcas: Los asistentes de vuelos se hacea cargo de las necesidades 
de los pasajeros en un avi6n. Son responsables de ver si los allmentos, 
bebidas , sarapes y materiales de lectura son adecuados • Cuando los 
pasajeros van entrando en el avi6n, los asistentes les dan la bienvenida, 
verifican sus boletos, y los ayuda con su equipaje. Durante el vuelo, los 
asistentes sirven las comidas de los pasajeros. 

Ck)ndiclone8 de Trabajo: Los asistentc^s podrlan trabajar durante las noches 
en dlas de fiesta o durante los fines de semana, porque las llneas aSreas 
trabajan todo el tiempo. Usualmente vuelan de 75 a 85 horas al mes. 
Debido a la variaci6n de horarios, muchos asistentes tienen 15 dlas o m&s 
cada mes. Podrlan estar fuera de sus casas por lo menos una tercera parte 
del tiempo. Este trabajo puede exigir mucho flsica y emocioQalmente. Los 
vnelos cortos requieren servicio r£pido cuando se sirven comidas. Los 
asistentes permanecen de pie durante gran parte del vuelo y deben ser 
agradables todo el tiempo a pesar de que se sientan cansados. Algunas 
veces tendrlan que tratar con pasajeros muy rudos o exigentes. 

Entrenamlento y Calif Icscionea: Se requiere un diploma de secundaria (high 
school). La mayor parte de las llneas aSreas aceptan gente que ha tenido 
uno o dos anos de colegio. Son importantes tambiSn una salud excelente, 
buena apariencia, una personalidad agradable y la habilidad de hablar con 
claridad. La mayorla de las llneas aSreas requieren que los asistentes 
nuevos completen de 4 a 6 semanas de entrenamiento intensivo en sus propias 
escuelas. Al fin del entrenamiento los estudiantes continuan su pr&ctica 
en los vuelos. 

Ptrspectivas de Trabajo: La competencia para obtener trabajos como 
asistentes de vuelos continuar^ siendo muy fuerte hasta los anos de 1990. 
Las llneas aSreas grandes entrevistan 50 o mAs solicitantes por cada uno de 
los trabajadores que aceptan. Cuando la economla baja, la demanda para 
viajes aSreos tambiSn baja, y por eso los asistentes de vuelos pudieran ser 
dados de baja o quedar como trabajadores de medio tiempo. 

Salaries: En 1982 los asistentes de vuelos ganaban al empezar unos $16,000 
al ano. El promedio de salario es de unos $21»000. AdemSs, los asistentes 
y sus familias tienen derecho a recibir descuentos en sus boletos en casi 
todas las llneas. 

AfcansoB: Loil^ asistentes nuevos estkn en "estado de reserva" de uno a 5 
anos, lo que quiere decir que ellos deben estar disponibles para trabajar 
cuando sea necesario. Cuando los avanzan, pueden pedir sus tareas. Las 
oportunidades para avanzar a otros empleos son muy limitadas. 

Languaje: Se necesita hablar inglSs. Espanos y otros idiomas son utiles, 
especialmente en vuelos internacionales. 
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HEALTH CAREERS: CARING FOR OTHERS 
Introduction 



When one hears of health care careers, one may think only of nurses and 
doctors. However, the medical field is expanding rapidly with a great 
variety of opportunities available. 

The health care field is the second largest industry in the country partly 
due to population growth and increased number of older people. Beyond the 
familiar physician and nurse professionals, the health care team is made up 
of 200 different careers. Depending on one's skills and interests, there 
are a variety of careers in the health care field from which one can 
choose. One can begin in the health care field with a minimum of tjc'aining 
and move up with additional experience and training. Health care work is 
in a variety of settings such as hospitals, nursing homes, health 
maintenance organizations, rehabilitation centers, clinics, doctors' and 
dentists' offices. The salaries for health careers vary greatly depending 
on responsibilities and the amount of training involved. The field is 
changing constantly as new medical techniques, equipment, and ideas are 
being developed. Bilingual skills are a definite asset in health care 
careers. A career in the health care field offers one the challenge, 
growth and personal satisfaction in caring for and helping people. 
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IMPORTANCE: 



Students often have an unrealistic understanding of the requirements for 
entering the health care field. They may underestimate the number of years 
to become a professional or overestimate the training needed to become a 
paraprofessional. The students who have an interest in health care should 
know that there are many careers with a variety of levels of training 
needed to enter the field. For instance, some of the work may require 
little patient contact (i.e. medical technologist or medical records 
clerk) or much patient contact (home health aides). 



OBJECTIVES ; 

1, To help students assess their interest in a health care career, 

2, To give students information on work environment, typical tasks and 
opportunities in health careers, 

3, To give students an opportunity to experience a simulated activity in 
health, 

4, To give interested students a realistic understanding of training 
needed to enter a health care Job, 

SKILLS 
EMPHASIZED ; 

Reading, abstracting information, first aid, organizitig information <, and 
vocabulary building. 
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It Acute care 

2. Administer medication 

3« Anesthesia 

4. Calibrate 

5. Coder 

6* Convalescing 
7, Critically 111 

6. Diagnosis 
9. Disease 

10 • Draw blood 
11 • Electrode 
12 • Emergency 

13. Graphic 

14. Heartbeat 

15 • Intensive care 
16 • Injection 

17 • Inventory 

16 • Long term care 
facility 

19. Medication 

20c Nursing home 



21. Obstretrical- 

gynecological 



HEALTH VOCABULARY 
care given to very seriously ill people • 
to give medication. 

substance used so that a patient does not feel 
pain. 

to adjust a measuring instrument. 

person who organizes records according to agreed 
upon abbreviations, 

getting better; recuperating. 

seriously ill to the point that life is in danger, 
decision about the cause of an illness, 
sickness. 

to take blood from the body. 

a sender of electrical impulses. 

a serious and unexpected situation. 

picture. 

regular movement of the heart which can be heard. 

24-hour care given to very ill patients. 

a shot; method of inserting liquid into the 
body using a needle. 

to list all the supplies on hand. 

place where patients can stay if they need care 
but do not require a hospital. 

medicine. 

a health care facility for people who do not need 
to be in a hospital buL who cannot care for 
themselves. 

related to child b:i.rln and women's health care. 
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22 « Outpatient 

23. Pediatric 

24 • Para-professional 

25* Pharmacology 
26* Physician 

27. Prescribe 

28. Probe 

29* Procedures 
30. Pulse 

31* Respiration rate 

32. Retarded 

33. Routine 

34. Stamina 

35. Sterile 
36* Stress 

37. Surgery 

38. Techniques 

39. Transcribe 

40. X--rays 



a patient who is treated without being kept 
overnight in a hospital. 

related to the treating of children. 

person who assists a professional such as a 
doctor, but who has less training. 

study of drugs and medicines. 

doctor. 

to give instructions for medicines or care. 

a small instrument used to explore the depth 
of an injured area. 

a way of doing something. 

the regular beat that can be felt in the blood 
vessels, particularly at the wrist. 

measurement of the speed at which a person is 
breathing . 

slow in mental or emotional development. 

every da/* ordinary. 

strength, endurance. 

very, very clean. 

mental or emotional disturbance. 

medical operation. 

methods. 

to. record. 

a high energy wave length used to take pictures 
of the inside of the body. 
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ACTIVITIES: 



Activity one: Self-Assessment • For an introduction to this unit, have 
students do the self-assessment excerise (Handout IH), Discuss the health 
field based on material in this unit, and optional films, guest speakers 
and career center materials. Be sure to mention the need for bilingual 
personnel in this field. 
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HANDOUT IH: ENGLISH 

HEALTH CAREERS SELF-ASSESSMENT 

Directions ; Would you like a career in the health field? To find out, 
check yes or no for each of the following questions. 

Yes No 

1. Do you get satisfaction from helping others? 

2. Do you find caring for the sick or the handicapped 

a rewarding experience? 

3. Are you a gor istener? 

4. Do you have plenty of patience? 

5. Are you interested in human anatomy? 

6. Have you taken a fi^'st aid course? 

7. Do you like to respond to emergency situations? 

8. Have you taken courses which require dissecting 

an animal? 

9. Can you skillfully handle small instruments such as 

tweezers or probes? 

10. Do you understand technical information that you might 

get from supervisors, charts, reference books, or manuals? 

11. Do you like to communicate with people when they are sick, 
handicapped, or nervous? 

12. Do you like to record information accurately? 

13. Do you enjoy a hospital envl oament? 

14. Would you like to be able to help an inju^:nd individual 

at the site of an accident? 

15. Are you interested in working in a hospital operating room? 

16. Do you like working with mentally ill patients? 

17. Would you like to use clerical skills in a medical 
environment? 
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HANDOUT IH: ENGLISH (ContO Yes No 

18. Would you like to educate people In the community about 
health care? 



If you answered "yes" to more than half these questions, you might want to 
explore health care occupations as a career choice for you. 
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HANDOUT IH: SPANISH 

EVALUACION PROPIA 

Instrucciones : iTe gustarla una carrera en el campo de salubridad 
saber lo» contesta SI o NO a las siguientes preguntas. 

SI 

1. iTe sientes satisf echo/a cuando ayudas a otros? 

2. 6Crees que es una experiencia que vale la pena ayudar 

a los enfermos y a los incapacitados? 

3. 6Te gusta escuchar a otros? 

A. iTienes bastante paciencia? 



5. 6Est&s Interesado/a en la anatomla humana? 



6. 6Has tornado un cur so en primeros auxilios? 



7, 6Te gusta ayudar ev: situaciones de emergencia? 



8. 6Has tornado clases que requieren hacer la diseccl6n de 
un animal? 

9. 6Puedes mane jar h&bllmente Instrumentos pequenos como 
plnzas o sondas? 

10. 6Puedes entender lnformacl6n t^cnica que puedas tener 
de supervlsoreSf tablas» libros de referenda » 
manuales o etlquetas? 

11. 6Te guSta comunicarte con la gente cuando estk 
enferma, nervlosa o incapacitada? 

12. 6Te gusta registrar informaci6n con exactitud? 



13. 6Te gusta el ambiente de un hospital? 

14. iTe gustarla poder ayudar a una persona lastimada en 
el li;gar de un accidente? 

15. iEstSs interesado/a en trabajar en una sala de 
operaciones de hospital? 

16. cTr gusta trabajar con enfermos mentales? 



17. 6Te gustarla ser oficinista en un ambiente medico? 
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HANDOUT IH: SPANISH (Cont.) Yes No 

18. 6Te gustarla educar a la gente de la comunidad en el 

cuidado de la salud? 

Si coDtestaste ^ a la mayoria de estas preguntas, probablemente querras 
saber de las ocupaciones en el caidado de la salud que pudieras escoger 
como carera. 
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Activity two: Hands-on Health . Have a person who Is certified by the Red 
Cross to teach first aid do a lecture/demonstration. This person could be 
a teacher, the school nurse, or a local Red Cross volunteer. The point of 
the demonstration Is to practice basic life-saving procedures such as: 

- how to use the 911 emergency number 

- how to treat for life-threatening shock 

- mouth to mouth resuscitation 

- how to treat a chocking victim 

It Is very important that students practice whatever procedures Is taught, 
rather than Just observe. For example, even without phones students can 
practice what to say on 9x1; the breathing and motion of mouth to mouth 
resuscitation can be practiced without students actually touching; students 
can practice the correct hold for chocking victims; and they can treat a 
student for imaginary shock using available matarials. 

Activity three: Exploring a Sample of Health Occupation a. Students read 
description of health occupations and complete the The Health Career s 
Match (Handout 3H). ~ 



Answers for 3H 

1. EKG Technicians 

2. Paramedic 

3. Nurses' Aide 

4. Community Health Worker 

5. Home Health Aide 

6. Medical Records Clerk 

7. Medical Assistant 

8. Physical Therapist 

9. Dental Assistant 

10. Radiologic Technologist 

11. Psychiatric Technician 

12. Nurse Practitioner 

13. Dental Hygienist 

14. LVN 

15. RN 



FIVE VOCATIONAL AREAS: HEALTH 



26b 



279 



HANDOUT 3H: ENGLISH 

HEALTH CARE CAREERS MATCH 



Directions ; Read the descriptions for health occupations. Find the jobs 
in which the following tasks could be done. Each career can be used 
only once. 

1. With the use of instruments measures 

heartbeats, patient stress 9 or pulses. 

2. Responds to medical emergencies and provides 

immediate care to the critically ill and injured. 

3. Gives patients baths, records temperatures, cleans 

rooms and changes bed linen in a nursing home. 

4. Is a connection between a clinic and 

people in a community in providing information. 

5. Cares for elderly patients in their homes by 

cooking, cleaning, and bathing. 

6. Uses typing skills and medical vocabulary 

on the job. 

7. Does routine tasks to assist in physical examina- 
tion of patient as well as clerical duties in the 
doctor's office. 



8. Helps patients to learn to walk again after an accident. 

9. Sterilizes (cleans) dental equipment and prepares patients for 
examination. 



10. Pses x-rays for diagnosis of medical problems, 

11. Supervises mentally ill and ^2tarded persons in 

a hospital setting. 

T2. Can help deliver babies 

13. Cleans and polishes patient's teeth. 

14. In a private home administers medications, checks 

equipment, and feeds and bathes patients. 

15. Can give injections and draw blood as described by a doctor. 
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HANDOUT 3H: ENGLISH (Cont.) 

Choices: Home Health Aide, Nurses' Aide, LVN, Medical Assistant, RN, Nurse 
Practitioner, Community Health Worker, Paramedic, Psychiatric Technician, 
Radiologic Technologist, EKG Technician, Physical Therapist, Medical 
Records Clerk, Dental Assistant, Dental Hygienist. 
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HANDOUT 3H: SPANISH 

JDE^mFICA CARRERAS DE SALUBRIDAD 

Inrtrucciones : Lee las descripciones en el manual y escoge las carreras en 
las cuales se hagan las tareas que aparecen aba jo. Cada carrera puede 
usarse solamente una vez . 

1. Se usan instrumentos para medir latidos del cora26n, tensi6n del 
paciente o pulsacioneSr 

2. Responde a emergencids m^dicas y proporciona cuidado inmediato a 
quienes est4n seriamente enfermos o heridos. 

3. Bana a los pacientes, toma sus temperaturas, limpia los cuartos y 
Gambia las sdbanas en una casa de descanso para ancianos. 



4. Sirve como puente entra los servlclos p6blicos del cuidado de la salud 
y la comunidad, proporcionando informaci6n« _^ 

5. Cuida ancianos en sus propias casas cocinando, limpiando y dan do banos. 



6. Escribe en m4quina usando terminologia mdJica en el trabajo. 



7. Hace tareos rutinarias asistiendo en ex4menes medicos de pacientes y 
trabajo de oficina en un ccnsultorio mfedico. 

8. Ayuda a pacientes a recuperar el uso de sus musculos despu6s de un 
accidente. 



9. Esteriliza equipo dental y prepara a los pacientes para un examen 
dental. 



10. Usa rayoS"X para diagnosticar problemas medicos. 
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HANDOUT 3H: SPAKl^r (Cont.) 

11. Super visa e persooas ^nfermas y retrasadas mentalmente dentro de un 
hospital. 



12. Puede ayudar en los partes (nacimiento de ninos). 



13. Limpia y pule los dientes del paciente. 

14. Administra medicamentos, revlsa equipo, alimenta y bana a los 
pacientes en sus propias casas. 

15. Puede poner inyecciones y sacar sangre siguiendo las descripciones 
m^dicas. 



Escoge: Ayudante de Salubridad, Ayudante de Enfermero, Enfermero 
Licenciado (LVN), Ayudante M6dico, Enfermero Registrado (RN), 
Enfermero Profeslonal, Trabajador de Salubridad Piiblica, Personal 
Auxiliar de Medico (paramedic), T6cnico de Psiquiatrla, T6cnico de 
Radiologia, T6cnico de electrocardiograma (EKG), Terapeuta Flsico, 
Empleado de Rec6rds Medicos, Ayudande Dental, Higienista Dental. 
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Activity four; Hov Much Training Is Required? Many students are not aware 
of the length of training needed for different health careers. There are: 
many occupations requiring specialized training for less than four years e 
Have students make a chart showing the length of training required for the 
occupations listed on Handout 4H, This exercise will also give students 
practice In understanding bar graphs. 

1 year 2 years 4 years 7-10 years 
Answers 4H or less 

1. Medical Receptionist 

2. Physician 

3. Registered Nurse 

4. Nurse Pract loner 

5. Occupational Therapist Assistant 

6. Medical Laboratory Assistant 

7. Medical Technologist 

8. Dental Assistant 

9. Licensed Vocational Nurse 

10, Dentist 

11. Home Health Aide ' 

12. Medical Transcriber 

13, Surgical Technician 

14, Medical Records Clerk 

15. EKG Technician 
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HANDOUT 4H: ENGLISH 



HOW MANY YEARS FOR HEALIB CAREERS? 

Directions ; Complete the chart below to show how many years of school are 
needed for each of these health careers. Begin your line next to the name 
of the job. End your line under the amount of time it takes to prepare for 
that job. The first one has been done for you. If you are not sure how 
much training is required, check the descriptions for Health Occupations . 

LENGTH OF TRAINING NEEDED 



Occupation 

1. Medical Receptionist 

2. Physician 

3. Registered Nurse 

4. Nurse Practioner 

5. Occupational Therapist Assistant 

6. Medical Laboratory 
Assistant 

7. Medical Technologist 

8. Dental Assistant 

9. Licensed Vocational Nurse 

10. Dentist 

11. Homt> Health Aide 

12. Medical Transcriber 

13. Surgical Technician 

14. Medical Records Clerk 

15. EKG Technician 



1 year 2 years 4 years 7-10 years 
or less 
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HANDOUT 4H: SPANISH 

ACUANTOS ASOS PARA UNA CARRERA EN SALOBRIDAD? 



Instrucciones ; Completa el cuadro de abajo para mostrar cu4ntos anos de 
estudio en la escuela se necesitan para cada carrera en el campc de salud. 
Empieza tu renglon al lado del nombre del trabajo. Tennlnala bajo el 
tiempo que lleva prepararse para ese trabajo. El primer rengl6n ya estk 
hecho. Si no est&s seguro, busca los requisitos de entrenamlento en las 
descrlpciones de trabajo, Health Occupations . 

DURACION DEL ENTRENAMIENTO 

Ocupacibn Un Ano o Dos Anos Cuatro Siete o Mis 

Menos Anos Anos 

1. Recepcionista Medico 

2. Medico 

3. Enfermero Registrado 
A. Enfermero Profesional 

5. Ayudante de Terapia 

6. Ayudante de laboratorio Medico 

7. Teen6logo Mfedico 

8. Ayudante Dental 

9. Enfermero Vocacional Licenciado (LVN) 

10. Dentista 

1.1. Ayudante del Salud en el Hogar 

12. Transcriptor M6dico 

13. T6cnico de Cirugla 

14. Empleado de Records Medicos 

15. T6cnico de EKG 
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Activity five; Pick a Health Career . In order to summarize the 
Information for their own use» have students complete Pick a Career' In 
Health (Handout 5H). 
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HANDOUT 5H: ENGLISH 



PICK A HEALTH CAREER 

Directions ; For the purpose of this exercise, let us say you have decided 

you want a job in the health care field. What job interests you? 

Find out as much as you can about the job you chose. (Source: job 

descriptions p newspaper ads, interview a person who has the job or who 
works in the medical field.) 

!• Answer the following questions concerning your choice: 

Yes No 

Does the job require typing skills? 

b. Would the job have direct patient contact? 

c. Would you give patients baths? 

d. Would you give patients medications? 

e. Could you do the job part "ime? 

f . Are there evening shifts? 

g. Could you work in a patient's home? 

h. Could you work in a h v^pital settxug? 

i. Would you work in a laboratory? 

j. Would you need your own transportation? 

k. Would you have to know how to prepare your ovm meals? 

2. Answer these questions about pay and training. 

1. How many years of train:/ ug do you need? yrs. 

m. What would your beginning salary be? 

n. What next step could you advance to after an entry-level 

position? 
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HANDOUT 5H: ENGLISH (Coiit.) 

3. Why are you interested in this job? Check the reasons below that apply 
to you and add your own reasons. 

a. I like to care for sick people. 

b. Laboratory work has always seemed interesting to me. 

^ c. I would like to use clerical skills in a medical environment. 

d. I would like to use technical skills in a medical environment. 

e. Shift or night work would appeal to me. 

f # I like to cook and p.:epare meals. 

g. Working in an emergency room of e hospital would be exciting 

to me. 

h. I would li>.e the excitement and challenge of working with 

individuals injured in an accident. 

i» I have ^ ^ ?t y^v- UuiLC,*- in working with old people. 

j. An opeiarii^f ioo?c . n a hospital would be very exciting. 

k. I would like to work in -.3 medical environment, but I don't 

want to work with sick people. 

1. Going to work in diffei^^nt people's homes would be interesting 

to n>e. 

m* I would like the opport-hity to educate people in the coma/uaity 

about health care. 

n, I^ve always wanted to work in a doctor's off:.ce. 

o. I am interested in working with mentally ill individuals. 



Other reasons: 



EKLC 
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HANDOUT 5H: ENGLISH (Cont.) 

4. Make a susnmary of your job choice. Include your salary, training 
needed, work environment, und skills needed. Explain ho*-' your personal 
life plans and values fit into this job choice. If possibit, interview 
someone who is working in the health care field. Tell the advantages and 
disadvantages of your job choice. 



5. What steps are needed to reach your ideal job in the health field? 
These steps might include summer or part-time jobs, high school classes, 
college or other training. Then you might have two or three jobs before 
you learn enough to be promoted to the job you want. On the line belov put 
in the steps xn training needed to reach your goal of a job in the health 
care field. 



AGE: 



X- 
15 



20 



25 



X 

30 
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HANDOUT 5H: SPANISH 



ESCOGE UNA CARRERA DE SALUBRIDAD 

Instrucciones ; Para poder hacer este ejercicio, digamos que has decidido 
tener un trabajo en el campo de salud. iQu6 trabajo te interesa? . 

Investlga tanto como puedas acerca del trabajo que escogiste. (Fuentes de 
inforniacl6n: descripciones de trabajo, anuncios en los peri6dicoSf 
entrevlstas a personas que tienen este trabajo o que trabajan en el campo 
medico.) 

1. Contesta las siguientes preguntas referentes a tu selecci6n marcando 
SI o NO . 

Si No 

a. iEl trabajo requiere saber escrlbir en mAqulna? 

b. iSerla necesario trabajar directamente con el paciente? 

c. iBanarlas a los paclentes? ^ 

d. iLe darlas las medicinas al paciente? 

e. iPodrlas trabajar medio tiempo? 

f . iHay turnos nocturnos en este trabajo? ^ 

g. iPodrlas trabajar en la casa del paciente? 

h. iPodrl 3 trabajp 2r m ambiente de hospital? 

i. 6Trabajarlas en un laboratorio? 

j. ^Necesitarlas tu propio medio de transporte? ^ 

k. ^Tendrlas que saber como preparar tus propias comidas? 

2. Refi6rete a la descripci&n de trabajo para contestar estas preguntas 
acerca de pago y entrenamiento. 

1. iCu&ntos anos de entrenamiento necesitas? 

m. iCufi: serla tu salario para empezar? 



n. ^A cxxkl puecto podrlas avanzar despu^s de trabajar al 
nivel de entrada? 
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HANDOUT 5H: SPANISH (Cont.) 

3. LFoT qu6 est&s interesado en este trabajo? Marca las razones que 
aparecen aba jo que se apliquen a ti y a tus razones propias. 

a. Me gusta cuidar a gente enfenna. 

b. El trabajo de laboratorio siempre me ha interesado. 

c. gustarla ser oficinista eii un ambiente medico. 

d. Me gustarla usar habilidades t^cnicas en un ambiente mfedico. 

e. Me gusta trabajur en cualquier turno de trabajo itacluyendo las 

noches. 

f . Me gusta cocinar y preparar slimentos. 

g. Me encantarla trabajar en el cuarto d^^. t^niergencias de un hospital. 

h. Mt. gustarla mucho trabajar con personas heridas en un accidente. 

i. Tengo mucha paciencia para trabajar con g^mte anciana. 

j. Serla muy emocionante trabajar en la sala de operacioaes de un 

hospital. 

k. Me gustarla trabajar en un ambiente iu6dico, pero no con personam 

enfermas. 

1. Serla j iLeresante para ml trabajar en diversas casas de perf nas. 

m. Me gustarla tener la opor ^.unidad de educar a gente de la comunidad 

eA el cuidado de la ;.<:>i;zd. 

n. Siempre he querido trabajar en el consultorio de un doctor. 

o. Estoy interesado en trabajar con enfermos mentales. 

Otras razones: 
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HANDOUT 5H: SPANISH (Cont.) 



4. Smnarlzai el trabajo que escoglste. Incluye tu salarloi entrerkaiiie .4 . 
necesario, ambiente de trabajo y habilidades que se necesitan. Expiic<* 
c6mo se acomodan tus planes 7 valores de tu vlda personal en el traba.io q'jLC. 
selecclonaste. SI es poslble, entrevlsta a algulen que trabaje en el campo 
de la salud. Mira cuales son las ventajas y desventajas del trabajo que 
escoglste. 



5. LQ\ik pasos necesitas dar para alcanzar tu trabajo Ideal en el campo de 
salubrldad? Esdos pasos pueden Inclulr ^rabajos de verano o de medio 
tlempo, clases de secundaria, de coleglo o algun otro entrenamlento. Asi^ 
tendr&s dos o tres trabajos antes de que puedas ascender al trabajo que 
quleres. En la llnea de aba jo, escribe los pasos en entrenamlento y 
experlencla que se necesitan para alcanzar tu meta. 

ED AD; 15 20 25 30 
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OCCUPATIONS IN HEALTH 



1. home health aide '^:99 

2. nurse aide/orderly 301 

3. llc&rnsed vocational nurse 303 

4. med. oal assistant ^ • • .305 

5. registered nurse . . .307 

6. nurse practitioner .309 

7. community health worker 311 

8. dental assistant ^ < • • .313 

9. dental hyglenlst 315 

10. technicians (health) 317 

12. additional health career opportunities 319 
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HOME HEALTH AIDE (HHA) 



Typical Tasks: The home health aido provides basic care to patients who 
are being looked after at home. The aide may bathe the patients, help them 
exercise, and give simple treatments. He/She observes the patient's 
condition and makes plans for care under the supervision of a registered 
nurse. The home health aide helps the patient to live at home by preparing 
and shopping for food, helping with essential homemaking tasks, and taking 
patients to medical appointments. 

Working Conditions: The home health aide works in patients* homes. An 
aide may work through a nursing registry and be placed in patients* homes 
by the registry. 

Trdnlng and Qualifications: An aide must enjoy working with the elder] : 
and convalescing patients. Ht/She needs transportation to work sites. Tui 
aide must be able to prepare meals in a home. Aides need to be able to 
make independent decisions since they will not always be working under 
direct supervision. HHA requires 120 hours in a state-approved program 
such as in an adult school, ROP program, or a community college . 

Job Outlook: The outlook is generally good for the certified but 
inexperienced HHA and very good for the experienced HHA. There will 
continue to be ongoing replacement needs due to high turnover. 

Earnings: Entry level earnings are $3.75 to $8.50/hour and experienced 
aides earn $4.00 to $v.OO/iour. 

Advancement: Advancement could only occur with additional training into 
other health fields. 

Language Skills: Basic English skills are required. Bilingual skills are 
an asset in caring for Spanish-speaking pati ats. 
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AYUDANTE DE SALUD EN EL HOGAR /HOME HEALTH AIDE (HHA) 



Taraas Tlplcas: El ayudante de salud en el hogar proporciona cuidado 
bdsico a indiv'duos y sus fsTvlias que tienen enferipos o personas 
incapad l-^^ai? en casa. El ayudar'.c da ejercicios flsicos y tratamientos 
simples. El/ella observa las c - v.diciones del paciente y hace planes para 
cuidarlo bajo la supervisidn de ^^^r > enfermera registrada. El ayudante de 
salud en casa ayuda a indiv . , mantener un ambiente saludable en su 
casa comprando >- preparando <ilimentos, ayudando con tareas caseras 
esenciales y acompanando a las pacientes a sus visitas m^dicas, 

Condlclones de Trabajo: El ayudante pudiera trabajar para agendas que 
reciben financiamiento de Medicare o Medi--Cal o en la casa de los 
pacientes. Un ayudante pudiera Li aba jar rpor medio de una oficina de 
registro de enferoieros y ser colocado en la casa del paciente por esta 
misma oficina. 

Entrenamlento y Calif icaciones: Un ayudante debera disfrutar el trabajar 
con anciajios y pacientes convalecientes. Se necesita trans" v. '■te para 
trabajar en diferentes sitios. El ayudante debera saber preparar comidas 
en una casa. Tambi^n tiene que poder hacer decisiones independientes ya 
que no siempre estara trabajando bajo supervisi6n di recta. Se requiere que 
un ayudante complete 120 horas en un programa aprobado por el estado tal 
como escuela de adultos, programa ROP o colegio de la comunidad. 

Parspactlvad de Trabajo: Generalmente la perspectiva de trabajo es buena 
para quien tiene un certificado aunque no tenga experiencia. La 
perspectiva es muy buena para quien tiene experiencia. Hay vacantes 
contlnuamente porqu^ muchas persv^tas dejan su trabajo frecuentemente. 

Salarios: El page op . ; rrincipx :»te es de $3.75 a $8.50 la hora, ayudantes 
con experiencia gar^ de $4.00 a $9.00 la hcra. 

Ascensos: Para podei qsceader es necesario tener entronamiento adicional 
en otros campos de la salud. 

Lenguaje: Se necesita ingles basico, Es una ventaja ser bilingiie para 
tratar con pacientes de habla hispana. 
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NimSE AIDE (ASSISTANTS)/ORDERLY 



Typical Tasks: Nurse aides and orderlies, sometimes called hospital 
attendants, work under the dirisction of registered nurses or physicians, 
Tiiey perform many routine tasks in c^.ring for hospital, clinic, and nursing 
home patients. Duties include assisting patients in getting out of bed and 
walking, giving back rubs, and bathing, and shaving patients. Nurse aides 
also record temperatures, pulse, and respiration rates; Jterili7,e 
instruments; clean rooms and change bed linen. 

Working Conditions: Work settings rcmge from small older nursing homes to 
large new hospitals. Other employers include clinics, public health 
agencies, and patients* homes. Work often includes lifting, standing, 
walking, and carrying heavy objects. Work hours include night and weekend 
duty. Workers are required to provide their own uniforms and supplies 
which cost around $150. 

Training and Qualifications: Many employers require a high school diploma. 
Nursing homes and hospitals often have on-the-job training programs. To 
become a certified Nurse Aide (CKA), minimum of 150 hours o£ training is 
needed. Adult schools, ROP, and community colleges also offer a 4-6 month 
certificate (CNA) program. Training and experience may also be obtained in 
the military. Skills needed are knowledge of hospital or nursing home 
procedures, general medical knowledge, and ability to keep r<^cords. 

Job Outlook: Outlook 1e good for the 1ae;:)>erienced and very good for those 
with certificates and experience. 

Earnings: Entry level is $3.50 to 8.7f nr, hour; experienced is $4.00 to 
$9.00 an hour. 

Advanci^ment: Certified Nurses Assis^-ants .^v^ VriCoiL- licensed vocational 
nurses with additional training. They Civ; also move to supervisory 
positions or technician Vs positions such as a surgical technician. 

Language Skills: Basic English Skills are required. Bilingual skills are 
an a^iset in caring for Spanish-spiiaking patients. 
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AYUDANTE DE ENFERMERO/NbTiSx. AIDE OR ORDER... 



Tareas Tlpicas: Los ayudantes de enfennero a quienes a voces se llama 
asistentes de hospital, trabajan bajo la direccion de enfermeras 
reglstradas o medicos, Hacen muchas tareas rutinaria's cin hospitales, 
clinicas y casas de descanso para ancianos. Sus df^beres consisten en 
ayudar a los pacientes a levantarse de la cama y caminar; dar masaje en la 
espalda, dar baiios y rasurar pacientes; tomar temperaturas, pulso y 
respiracion; esterilizar instrumentos; limpiar cuartos y cambiar sabanas de 
las camas. 

Condlclones de Trabajo: hjs lugares de trabajo van de casas pequenas de 
cuidado de ancianos a hospitales grandes y nuevos. Otros patrones incluyen 
clinicas, agencias publ: cas de salud, dispensarios y casas de los 
pacientes. El trabajo a meu:ido encluye levantar cosas pesadas, permsnecer 
de pie durante largo tiempc, caminar bastante y cargar objetos pr-::' ^ -3. 
Las horas de trabajo incluyen turnos de noche y fin de semana. Se li ' !e 
a los trabajadores que compren sus propios uniformes que caestan tuios 
$150.00. 

Entrenaalento j Calif icaciones: Muchos patrones exigen un diploma de 
escuela secundaria (high school). Muchas casas de cuidado de ancianos y 
hospi tales ofrecen con frecuencia entrenamiento mientras se trabaja. Se 
necesita un entrenamiento mlnimo de 150 horas para obtener un certificado. 
Las escuelas de adultos, Programa Regional Vocacional (ROP) y colegios de 
la comunidad tambi^n ofrecen un certifica'^o (CNA) despues de un progr€una 
que dura 4 o 6 meses. El entrenaniento y experiencia tambi^n puedea 
obtenerse en el servicio militar. Las habilidades que se necesitan son 
conocimiento de los procedLfdentos de hospitales o casas para ancianos, 
conocimiento general de t6caicas mfedicas y habilidad para mantener records. 

Perapectivas de Trabajo: Las perspectivas para quien no tiene experiencia 
son buenas en lugares donde se cuidan pacientas durante largo tiempo, y sot^ 
muy buenas para quien ofrece experiencia. 

Salaries: Para empezar va de $3.50 a $8.25 la hora; con experiencia va de 
$4.00 a $9.00 la hora. 

Aacensos* Algunas personas que tien.n certificado pueden avanzar 
enferm^ro vocacional certificado despues de recibir entrenamiento 
adicional. Los ascensos podrlan ser puestos de supervisor de ayudante o 
puestos tfecnicos como tfecnico quirurgico. 

L^ngueje: Se necesita inglfes b^sico. La habilidad bilingiie una ventaja 
para atender pacientes de habla hispana. 
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LICENSED VOCATIONAL NURSE (LVN) 



Typical Tasks: Licensed vocational nurses (LVN's) provide basic patient 
care. They administer medications, monitor equipment, and change 
dressings. They also prepare food trays and feed, bathe, massage and dress 
patients. They take texnperatures and pulse rates, and maintain the 
patient's charts e Private duty LVN's care for a single patient in the home 
or hospital and may do geaeral housekeeping as well. 

Working Conditions: LVN's work in convalescent and nursing homes, public 
and private hospitals, health service agencies, doctors' offices, clinics, 
industries, and private homes. Evening and weekend work is common. Work 
often includes lifting and carrying heavy objects. Most LVN '3 are employed 
in hospitals and long-term care facilities* 

Training and Qualifications: All LVN's must be licensed and must pass a 
written exam. There are several ways to meet the training requirements. 
They can attend an accredited LVN school for 12 to 18 months of training. 
They can serve in the -"rmed forces medical corps for 12 months. They can 
also work as paid nurse -^ides for 51 months. Community colleges provide 
training for LVNs. 

Job Outlook: The outlook is good lor both experienced and inexperienced 
LVNs, especially for applicants willing to work night or evening shift, 
part-time, cr on call. 

Earnings: Wages for beginning LVNs range from l;7.00 to $8.50 an hour; 
experienced LVNs earn up to $10.40 an hour. 

Advancement: LVNs can become RNs or Physician's Assistants after meeting 
1 requirements for a degree or diploma from an accredited school of 
n.irsing. 

Language Skills: Good En^Tls^h skills are required. Bilingual skills are 
in demana.> 
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ENFERMERO VOCACION/IL LICENCIADO/LICENSED VOCATIONAL NURSE 



Tareas Tlplcas: Los enfermeros vocacionales licenciados (LVN*s) ayudan a 
cuidar pacientes con problemas medicos. Tienen que dar los medicamentos, 
Inspeccionar el equipo, cambiar vendas, preparar las charolas con comidai 
dar los alimentos, bano, masaje y vestir a los pacientes. Tambi^n tienen 
que mantener el cuadro de inf ormacidn del paciente, y tomarles la 
temperatura y puisa. Los enfermeros vocacionales licenciados 

particulares cuidan a un solo pacient^i en el hospital o en casa. Tambi6n 
podrian hacer quehaceres domSsticos. 

Condlciones de Trabajo: Los LVN's trabajan en casas de cuidado de ancianos 
y convalecientes, hospitales publicos y particulares, agencias de salud, 
oficinas de medicos* cllnicas, industrias y casas particulates* Ed comun 
trabajar per las noches y durante Irs fines de semana. Este trabajo a 
menudo incluye levantar y cargar objetos pesados. Casi todos los LVN estan 
empleados en hospitales y casas particulares. 

Entrenamiento y Calif icaclones: Los LVN's deberSn tener una licencia« Los 
requisitos para obtener la licencia incluyen un examen escrito y haberse 
graduado de una escuela acreditada para LVN's (12 o 18 meses de 
entrenamiento) o 12 meses de cuidado de enfermos encamados en los cuerpos 
medicos de las fuerzas armadas o 51 meses de experiencia pagada como 
ayudante de enfermero (especialmente en hospitales de cuidado intenso). 
Los colegios de la comun-^.dad proporcionan entrenamiento para LVN. 

Perspectlvas de liabejo: La perspectiva es buena tanto para el trabajador 
con experiencia como para el qne no la tiene, en lugares donde los enfermos 
permanecen largo tiempo. La perspectiva es muy btrena para personas que 
est&n dispuestas a trabajar por las noches, medio tiempo o a servir como 
substitutos. 

S^larlos: El pago es de $7,00 a $8.50 por hora; un LVN's con experiencia 
gana hasta $10.40 la hora. 

Ascensoa, Un LVN puede llegar a ser enfermero registrado (RN) o 
asistente medico, despu6s de llenar los requisitos para obtener un tltulo 
acad^mico o un diploma de Ua:a escuela acreditada de enfermerla. 

Lenguaje: Se requiere buen ingles, Ser bilingiie es rauy util. 
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MEDICAL ASSISTANT 



Typical Tasks: Medical assistants help doctors care for patients. They 
prepare treatment rooms for use, interview patients for background 
information, and check weight, height, temperature, pulse an/, blood 
pressure. They perform routine treatments and laboratory tests, clean and 
sterilize instruments, and hand instruments and materials to the physician 
as directed . Many also perform clerical duties such as setting up 
patients' files and assisting the doctor in keeping them up to date« They 
may schedule appointments, receive payment for bills, complete insurcmce 
forms, and handle office bookkeeping cmd billing. In larger offices, some 
assistants will concentrate on clerical duties while others work directly 
with patients. 

Working Conditions: Most medical assistants work in doctor's offices. 
Others work in clinics, hospitals, and other health service agencies. 
Assistants who work directly with patients do a lot of walking and 
standing. Assistants who do clerical work spend their time in an office 
setting. 

Training and Qualifications: Completion of a 1-2 year medical assisting 
program is required in addition to high school graduation or Its 
equivalent . 

Job Outlook: The outlook is good for beginners who have completed training 
programs. Part-time jobs are available. 

Earnings: Entry-level assistants earn $4.50 to $8.30 an hour; experienced 
assistants earn $5.00 to $9.00. 

AdvBAcement: There is little opportunity for advancement since most 
offices are not large enough to require a supervisor. 

Language Skills: Good English Skills are required. It*s important to 
communicate well in person and on the phone. Spanish is helpful in working 
with Spanish-speaking clients. 
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AYUDANTE DE MEDICX)/ MEDICAL ASSISTANT 



Tareas Tlplcas: Los ayudantes medicos aslsten a los mSdlcos haciendo 
deberes rutinarios para ayudar en examen y el tratamiento de los 

pacientes. Ellos preparan cuartos para usarse durante los tratamientos, 
entrevistan pacientes para conocer sus antecedenteSi toman el peso, altura, 
temperatura, pulso y presi6n arterial, Adem&Si hacen tratamientos 
rutinarios y pruebas de laboratorio, limpian y esterilizan instrumentos, y 
dan instrumentos y mater iales a los medicos segun se les indique. TambiSn 
preparan inventarios de mater iales. Muchos de ellos ademds hacen trabajo 
de oficina como preparar y mantener al dia los records de los pacientes, 
organizemdo citas, recibiendo pagos, completando formas de seguros y 
teniendo el cargo de los libros y enviando cuentas. En oficinas mas 
grandes, algunos asistentes se concentrarUn en trabajo de oficinistas y 
otros se coucentrarin en ex&nenes y procesos de tratamiento. 

Condlcloaes de Trabajo: La mayor parte de estos ayudantes trabajan en 
consultorios m6dicos. Otros trabajan en clinicas, hospitales y otras 
agencias de salud. Los asistentes que trabajan directamente con los 
pacientes caminan bastamte y permanecen de pie por largo tiempo. Los que 
hacen trabajo de oficina pasam el tiempo en ella. 

Entrenaffliento y Calif icaciones: Se requiere que el solicitante haya 
completado 1 o 2 anos en un programa para ayudsmte m6dico adem^s del 
diploma de secundaria (high school) o su equivalente. Se necesita un 
conocimiento de terminologia mSdica y de oficinista, asi como la habilidad 
de comunicarse bien con la gente en persona y por telefono. 

Perapectlvas de Trabajo: Es buena para principiantes que han completado 
programas de entrenamiento y para personas con experiencia. Hay trabajos 
de medio tiempo tambi^n. 

Salaries: El salario de entrada para quienes empiezan ;^s de $4.50 a $8.30 
la hora; trabajadores con experiencia ganan de $5.00 a $9.00 la hora. 

Ascensos: Hay muy poca oportunidad para avances ya que la mayor ia de las 
oficinas son pequenas y no necasitan supervisor. 

Lenguaje: Se requiere buen ingles. Es importante poderse comunicar bien 
en persona y por telefono. El espanol es util para trabajar con clientes 
de habla hispana. 
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REGISTERED NURSE 



Typical Tasks: Registered nurses care for the ill and teach patients how 
to stay healthy or cope with their illness • They assist doctors in 
examination or surgery. They may give medicine, treatments, tests, 
IVijQCtlons, or draw blood as prescribed by the physician • They observe 
patients aiid record changes or reactions to drugs. They take patients' 
temperature, pulse, and blood pressure and maintain health records. They 
may also teach health care, or teach other nurses. 



Working Conditions: Nurses work in hospitals, nursing homes, clinics, 
industrial plants, and schools. Work is done on day, evening, or night 
shifts. Community health nurses may be requixred to travel to patients in 
all kinds of weather. 

Training and Qualifications: A high school diploma or equivalent is 
required for admission to any school of nursing. There is competition to 
get into most nursing programs. There are three ways of b;iComing a 
registered nurse: 

1. Diploma — 3-year training program usually conducted by hospitals. 

2. Bachelor's degree — 4 years of study at a university or college. 

3. Associate degree — Requires 2 years of study after completion of 1-2 
years of prerequisites in community colleges. 

Licensed vocational nurses can take additional training and become 
registered nurses. 

Nurses need physical stamina because they spend considerable time walking 
and standing. They must work well with people, possess calmness in 
critical situations, and have an interest in science. 

Job Outlook: Outlook for RNs is good especially if they are experienced, 
or are willing to accept night shift work. Others will face competition. 

Earnings: Entry-level nurses earn $1800-2100 a month; experienced nurses 
earn $2000-$2500 a month. 

Advancement: RNs may advance by specializing, becoming nurse practitioners 
through additional training, or becoming supervisors or trainers of others. 

Language Skills: Good Englirh skills are needed. Spanish is very useful 
in working with Spanish-speaking patients. 
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ENFERMERO REGISTRADO /REGISTERED NURSE 



Tareas Tlplcas: Los enfermeros registrador cuidan a los enfermos y les 
enseiian a permanecer saludables o como mane jar sus enfermedades. Pueden 
dar medidnasy tratamientos, pruebas, inyecclones o sacar sangre como lo 
Indlque el medico, observan a los pacientes y registran sus camb'os o 
reacciones a las drogas; toman temperatura, pulso, y s^antienen records de 
salud. TamblSn podrian ensenar cuidado de la salud» supervisar o enseiiar a 
otros enfermeros o ayudar a medicos durante los examenes o clrugla. 

Condldones de Trabajo: Los enfermeros trabajan en hospitales, casas de 
cuidado de ancianos, cllnicas, plantas industriales / escuelas. El trabajo 
se hace de dla, tarda o turnos nocturnos. A los enfermeros de la comunidad 
se les podrla pedir que visiten a los pacientes no importa cuales sean las 
condiciones del tiempo. 

Entrenamlento y Calif Icadones: Se requiere un diploma de escuela 
secundaria (high school) para ser admit ido a cualquier escuela de 
enfermerla. Muchas escuelas tienen procedimientos para seleccionar 
estudiantes. Existen 3 maneras importantes para obtener la educaci6n 
necesaria para ser un enfermero reglstrado: 

(1) Diploma » 3 alios en un programa de entrenamlento conducido 
generalmente por los hospitales. 

(2) Titulo de Bachiller - 4-5 anos de universidad o colegio. 

(3) Titulo de Asociido - 2 anos de estudio despues de completar de 1 
o 2 anos de pre-requisitos en colegios de la comunidad. 

Los enfermeros necesitan resistencia fisica porque pasan mucho tiempo 
caminando y de pie. Deben trabajar bien con la gente, actuar con calma en 
situaciones criticas y tener interes en la ciencia. 

Perspectlvas de Trabajo: Es buena para un RN especialmente si tiene 
experiencia o si esta dispuesto a trabajar de noche. Los otros encontrar&n 
competencia . 

Salarlos: El salario para enfermeros que empiezan es de $1,800.00 a 
$2,100.00 al mes; enfermeros con experiencia ganan de $2,000.00 a $2,500.00 
al mes. 

Ascensos: Un RN puede avanzar especializandose, haciendose enfermero 
profesional por medio de entrenamlento adicional, llegando a ser supervisor o 
entrenando a otros. 

Lenguaje: Se requiere buen ingles. El espanol es muy util para trabajar con 
pacientes de habla hispana. 
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NURSE PRACTITIONER 



Typical Tasks: Nurse practitioners are registered nurses who have special 
training ±n the diagnosis and treatment of Illness, They must be 
supervised by a physician who does not need to be present. Nurse 
practitioners examine patients, treat routine problems, prescribe certain 
kinds of medicine, and refer more complex problems to physicians. Since 
nurse practitioners spend more time with each patient than physicians, they 
can learn about the whole person and advice the patient on emotional and 
social problems which affect the patient's health. They also teach 
patients how to deal with disease and how to stay healthy. Specialties 
include adult nurse practitioners, pediatric nurse practitioners, 
obstetrical-gynecological nurse practitioners, and family nurse 
practitioners. An increasing number of nurse - midwives provide care and 
advice to pregnant women and deliver babies in cases of normal childbirth. 

Working Conditions: Most nurse practitioners work the day shift, but they 
may be on-call 24 hours a day» Long hours are required by some jobs. Some 
share a private practice with a doctor, while others work in hospitals or 
visit out-patients in their homes. 

Training and Qualifications: Nurse practitioners are registered nurses who 
have at least 30 hours of additional training in an approved program. They 
learn how to interview and counsel patients, how to diagnose and treat 
illnesses and how to keep medical records. They also study, 
pharmacology, nutrition, disease management, health maintenance, and 
emergency medical procedures. Nurse practitioners usually earn a 
bachelor's (4 year) decree before completing their training. Nurse 
practitioners must like responsibility, decision making, and ^'orklng 
independently. 

Job Outlook: Most nurse practitioners find employment quickly. The number 
of advertised openings is small because this is a new field and many 
hospitals and doctors are hesitant to give so much responsibility to a 
nurse. Patients seem happy to accept nurses in this new role. 

Earnings: Because this is a new and developing field, salaries vary 
greatly. Recent graduates earn from $1800 to $2100 a month. With more of 
experience, nurse practitioners can earn from $2000 to $2300 a month. 
Nurse practitioners who share a private practice may be paid according to 
the patients they see. 

Advancement: Nurse practitioners may increase their income by expanding 
their practice or supervising other medical staff. If they earn a master's 
degree, they can train other nurses or do research. 

Language Skills: Good English skills are needed. Spanish is very useful 
in working with Spanish-speaking patients. 
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ENFERMERO PROFESIONAL/ NURSE PRACTIONER 



TarMS Tlplcas: Los enfermeros profesionales son enfermeros registrados 
que tienen entreaamiento especial en el dlagn&stico y tratamiento de 
enfermedades. Deben ser supervlsados por los medicos quienes no necesitan 
estar presentes. Los medicos pueden autorizar a los enfermeros » para 
examlnar pacientes, tratai' problemas rutinarios, recetar ciertap clases de 
medicina y referir problemas mAs complicados a los mfedicos. lin vista de 
que los enfermeros profesionales pasan mas tiempo con los enfermos que los 
m6dicos, pueden saber bastante del enfermo para aconsejarlo en problemas 
emocionales y sociales que pudieran afectar la salud del paciente. Tambi^.n 
ensenan a los padentes como mane jar sus enfermedades y co<no permanecer 
saludables. Las especialidades inclayen enfermeros profesionales para 
adultos, enfermeros pediatricos profesionales, enfermeros proff*sionales en 
obstetricia y ginecologla y enfermeros profesionales para familia. 

Condiclones de Trabajo: Casi todos los enfermeros profesionales trabajan 
durante las horas del dia, pero pudieran ser llamados a trabajar 24 horas 
del dla. Algunos trabajoa requieren muchas horas. Algunos enferm^eros 
comparten una practica privada con un medico, roientras que otros trabajan 
en hospitales o hacen visitas al domicilio de los enfermos. 

Entrenaoiiento y Calif lcacl6nes: Los enfermeros profesionales soix 
enfermeros registrados que ban recibido por lo menos 30 horas de 
entrenamiento adicional en un programa aprobado. Los enfermeros 
profesionales usualmente reciben un titulo de bachiller antes de completar 
su entrenamiento. Ademas de las habilidades de los enfermeros registrados, 
los enfermeros profesionales reciben entreaamiento adicional en tScnicas de 
entrevista y consul ta, procedimientos para diagnostico y tratamiento en el 
Area de especializaci&n, preparaci&n de records medicos, farmacologia, 
nutrici&n, mane jo de enfermedades, mantenimiento de la salud y 
procedimientos de emergencia medica. A los enfermeros profesionales deber4 
gustarles la responsabilidad, el hacer decisiones y trabajar 
independientemente • 

Parspectivas de Trabajo: La mayoria de los enfermeros profesionales 
encuentran trabajo rapidamente, pero las vacantes se anuncian poco porque 
este campo de trabajo es nuevo. 

Salaries: Los graduados recientes ganan de $1,800.00 a $2,100.00 al mes; 
con 5 aiios de experiencia los salarios van de $2,000.00 a $2,300.00 al mes. 
Los enfermeros profesionales que comparten pr4ctica privada pudieran ser 
pagados conforme a los pacientes que vean. 

Ascensos: Los enfermeros profesionales pudieran aumentar sus ingresos 
extendiendo su practica o supervisando otro personal medico. 

Lenguaje: Se requiere buen ingles. El espaiiol es muy util para trabajar 
con pacientes de habla hispana. 
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COMMUNITY HEALTH WORKER 



Typical Tasks: The community health worker is a member of the health care 
team who acts as a bridge between health care facilities and the people 
requiring health services. He/she educates community groups and patients 
about available health care services. Community health workers teach 
people to help themselves through good health habits. They help make 
health care available to groups of people who otherwise may not use the 
services. The community health worker may also make home visits to observe 
patient progress, provide care, or give Instructions. 

Working Conditions: Community health workers work with families at public 
health agencies, family planning programs, neighborhood health centers, 
outpatient medical clinics, home care agencies, child care centers, and in 
school health programs. The work is done under close supervision of 
professional and technical staff. 

Training and Qufillflcatlons: The educational background required for 
community health worker can vary. Community colleges offer a 1 year 
certificate program and tmiversities provide 4 year training in public 
health. Community health workers must have excellent communication skills 
and be able to work with professionals as well as clients in the field. 

Job Outlook Limited job opportunities exist for community health workers. 

Earnings: Entry level salaries range from $854 to $1080 a month; advanced 
community health workers* salaries range from $1017 to $1298 a month. 

Advancement; Community health worker is a good entry-level position into 
the public health field. The worker's next steps could be to become a 
mental healiuh community worker or a public health assistant. 

Language Skills: Good English Skills are required. Bilingual skills are 
an asset and often a requirement for community health workers. 
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TRABAJADOR DE SALUBRIDAD PUBLICA/ CCMMUNITY HEALTH WORKER 



Tareas Tiplcas: El trabajador de salubrldad de la comunidadi . . actua 
como un puente entre los servicios publicos de salud y la gente que 
requiere estos servicios. El/ella comparte inforinaci6n con grupos 
comunitarios; de esta manera la gente de la comunidad puede utilizar una 
variedad de servicios para el cuidado de la salud; ensena a la gente a 
ayudarse a si misma por medio de medidas de salud preventivas, y usa 
habilidad y conocimiento cllnico para interpretar y extender servicios de 
salubridad a grupos que los necesiten. El trabajador de salubridad de la 
comunidad pudiera hacer visitas a domicilio para observar el progreso del 
paciente, proporcionarle cuidado o darle instrucciones. 

Condlclones de Trebajo: Los trabajadores de salubridad publica trabajan 
con familias en agencias publicas de la comunidad, programas de 
planeamiento familiai centros de salud del vecindario, pacientes externos 
de clinicas mSdicas, centros de cuidado de ninos y programas de salud en 
las escuelas. El trabajo se hace bajo la supervisi6n directa de personal 
profesional y t6cnico. 

Entrenaolento j Calif Icaciones: Los colegios de la comunidad ofrecen un 
programa de 30 unidades para obtener un certificado (1 ano) a perponas quo 
buscan empleo en salubridad publica. Las universidades tambi^n 
proporcionan entrenamiento para el trabajador de salubridad y por eso los 
requlsltos para empleo de este tipo de trabajador pueden variar, Los 
trabajadores deberan poder comunicarse muy bien con quienes trabajen y 
poder trabajar tanto con profesionales como con los clientes. 

Perspectlvas de Trabajo: Hay oportunidades limitadas de trabajo para el 
trabajador de salubridad piblica. 

Salaries: Para empezar, el salario va de $854.00 a $1,080.00 al mes; los 
empleados avanzados ganan de $1,017.00 a $1,298.00 mensuales. 

Ascensos: El trabajador de salubridad publica esta en buena posici6n para 
entrar en el campo de salud publica. Los siguientes pasos podrian ser 
llegar a ser trabajador de la comunidad en salud mental o asistente de 
salud publica. 

Lenguaje: Se requiere buen ingles. Hablar espanol es ventajoso y es 
frecuentemente un requisite para esta clase de trabajo. 
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DENTAL ASSISTAIfr 



Typical Tasks: Dental assistants help dentists by preparing patients for 
examination, treatment, or dental surgery. In addition, they may be 
responsible for sterilizing and caring for equipment, taking x-rays, and 
doing some office work. 

Working Conditions: Most dental assistants work in private dental groups 
or for individual dentists. 

Training and Qualifications: Some dental assistants are trained on the job 
although some dentists prefer to hire individuals who have completed a l-*2 
year training program. With experience and training, assistants can take 
the Registered Dental Assistance (RDA) exam. RDAs can perform additional 
duties. 

Job Outlook: The outlook is very good for experienced and recently 
graduated RDAs. Opportunities for job seekers with neither the RDA 
certificate or experience will be limited. Many entry-level jobs are 
part-time. 

Eernln£;s: Full-time entry wages range from about $800-$1100 a month; 
experienced dental assistants earn $1200 to $1600 a month. 

Advancement: With additional training, dental assistants can become dental 
hygienists. Some dental assistants become sales representatives for firmj 
that manufacture dental products. 

Language Skills: Good English skills are needed. Bilingual skills are 
needed' to communicate with Spanish-speaking patients. 
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ASISTENTE DENTAL/ DENTAL ASSISTANT 



Taraa8 Tlplcas: Los aslstentes dentales relevan a los dentistas de muchas 
tareas rutlnarlas preparando a los paclentes para examenes, tratamlento o 
cirugla dental. Tambien pudleran ser responsables por la ester lllzaclon y 
cuidado de equipo, tomar rayos-x y hacer alg&n trabajo de oficina* 

Condlclones Je Trabajo: La mayorla de los aslstentes dentales trabajan en 
grupos dentales privados o para un solo dentlsta. 

Entraiuusleato y Callflcaclones: Algunos aslstentes dentales se entrenan en 
el trabajo, sin embargo, algunos d<^ntlstas prefleren emplear Indlviduos que 
han completado un programa reconocldo de entrenamlento de 1-2 anos* Con 
experlencla y entrenamlento, los aslstentei pueden tomar el examen de 
Aslstente Dental Reglstrado (RDA) que hace poslble la oportunldad de hacer 
tareas adlclonales. 

Parapactivaa de Trabajo: Los RDAs reclSn graduados y con experlencla 
tlenen muy buena perspectlva de trabajo, no asi qulenes buscan trabajo sin 
RDA nl experlencla. Muchos de los trabajos para empezar son de medio 
tlempo • 

Salaries: El pago para empezar en un trabajo de tlempo completo va de $800 
a $1,100 al mes; los aslstentes dentales experlmentados ganan de $1,200 a 
$1,600 al mes. 

Aacensos: Ua asistente dental puede llegar a ser hlglenlsta dental 
plan&andolo con cuidado y con entrenamlento adlclonal. Algunos aslstentes 
dentales se hacen representantes de ventas para flrmas que fabrlcan 
productos dentales. 

Lenguaje: Se necesita buen Ingles. Es convenlente hablar espanol para 
comunlcarse con paclentes de habla hlspana. 
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DENTAL HYGIENIST 



Typical tasks: Dental hygienists help people improve their dental health. 
They work under the general supervision of a dentist, cleaning and 
polishing teeth, noting conditions of decay and disease and taking and 
developing x-rays « They may administer anesthesia and perform other 
procedures as directed by a dentist. They also teach patients proper 
dental care. They sterilize instruments and keep records. Recently, 
hygienists have been allowed to examine patients who are unable to come 
into the dentist's office for check-ups« Some hygienists teach in public 
schools €md colleges and universities. Others do research or work in 
public health administration. 

Working Conditions: Dental hygienists work for dentists, public health 
agencies, state or local health departments, hospitals, nursing homes, and 
clinics. 

Training and Qualifications: Graduation from an approved 2-4 year training 
program is required • Competition is keen for admission to dental hygiene 
programs. Qualifications needed are good manual and finger dexterity, 
eye-hand coordination, and attention to detail. 

Job Outlook: Employment opportunities are expected to be very good through 
the 1980* s. Good opportunities exist for part-time employment and those 
willing to work in rural areas. 

Earnings: Entry-level earnings range from $1000-$1800 a month. On a daily 
basis pay can be $100 a day. Those with experf.ence can earn more. 

Advanceakent: With a bachelor's degree, dental hygienists can do research, 
te^ach, or work in public or school health programs. Dental hygienists with 
a master's degree can work as teachers or administrators. 

Language Skills: Good English skills are needed « The ability to speak 
Spanish is essential to communicate with Spanish-speaking community. 
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HIGIENISTA DENTAL / DENTAL HYGIENIST 



Tareas Tiplcas: Los higienlstas dentales ayudan a la gente a mejorar su 
salud dental, Trabajan bajo la supervi3i6n general de un dentista, 
limpiando y puliendo dientes, notando las condiciones de las caries y 
enfermedades para ser diagnosticadas por un dentista, y tomando y revelando 
rayos-x . Pueden administrar anestesia y hacer otros procedimientos , 
dirigidos por un dentista, Tambifen ensenan a los pacientes el cuidado 
dental adecuado; pudieran ester ilizar instrumentos y llevar records, 
Recientemente, a los higienistas se les permlte examinar pacientes que no 
pueden ir al consultorio del dentista para un exsimen, Algunos higienistas 
dan clases en escuelas publicas, colegios y universidades, Otros hacen 
investigaci6n cientlfica o trabajan en adiiiinistraci6n de salubridad 
pfiblica. 

Condiciones de Trabajo: Los higienistas dentales trabajan para los 
dentistas, agencias publicas de salud, departamentos de salubridad del 
estado o locales, hospi tales, casas de cuidado de ancianos y clinicas, 

Entrenaoiiento y Calif icaciones: Se requiere la graduaci6n de un programa 
de 2-4 anos de entrenamiento, Existe mucha competencia para ingresar en un 
programa de higiene dental • Las calif icaciones que se necesitan son 
destreza manual y de los dedos, coordinaci6n de ojo-mano y atenci6n a los 
detalles* 

Perspectives de Trabajo: Se espera que en los aiios de 1980, las 
oportunidades de empleo sean muy buenas, Existen buenas oportunidades para 
empleo de medio tiempo y para aquellos que est^n dispuestos a trabajar en 
^reas rurales. 

Salarios: Los salarios para empezar van de $1,000 a $1,800 measuales. El 
pago puede ser de $100 al dia. Aquellos que tienen experiencia pueden 
ganar m^s, 

Aacensos: Un higienista dental con titulo de bachiller, puede hacer 
investigaci6n cientlfica, ensenar o trabajar en escuelas pfiblicas en 
programas escolares de salud. Los higienistas dentales con la maestria, 
pueden trabajar como profesores o administradores. 

Lenguaje: Se necesita buen ingles. Es conveniente hablar espanol para 
comunicarse con pacientes de hab]a hispana. 
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TECHNICIANS 



Technicians are para-professionals who hold a variety of positions in the 
medical field. Training for technicians generally consists of a 2~year 
program at a community college. Opportunities for college trained 
techniciems are improving, but positions are also filled by training and 
promoting nurse aides or LVNs. Following is a brief description of a 
variety of techniciem positions. 

Biomedical equipment tecnaicians repair ^ modify, calibrate, and perform 
electrical safety testing on medical equipment. They may instruct medical 
staff on the use of these machines. Completion of a 1 to 3 year training 
program in biomedical equipment technology is one way to enter the field. 

Emergency medical technicians (EMT' s)/Paramedics respond to medical 
emergencies and provide immediate care to the critically ill and injured. 
They may control bleeding, treat shock, apply splints to broken bones, or 
assist in childbirth. There are two rating for EMT's — Ambulance who serve 
on emergency medical ambulances, or Paramedic who work on an Intensive 
care vehicle under a physician's direction through voice contact. EMT's- 
Ambuleuice complete an 81 hour course in emergency medical care and 
EMT's-Paramedic complete a 1000 hour training course which can be offered 
in universities, community colleges, medical schools, or hospitals. 

Surgical technicians , sometimes called operating room technicians (ORT), 
assist members of the operating room surgical teams before, during, and 
after surgery. For instance, they nay assist in setting up the operating 
room, transporting patients to the operating room, and passing instruments 
during an operation. Training is obtained in vocational schools, 
hospitals, and community colleges. Most programs require 9 months to a 
year in training. 

Psychiatric technicians care for and supervise mentally ill and retarded 
persons in a hospital setting. Duties may include bathing and feeding 
patients, observing and recording patient behavior, escorting patients to 
other locations, and restraining patients to prevent injury to themselves 
and others. Training must be in an approved psychiatric technician program 
and typically consists of 3 semesters of classroom and clinical experience 
at a community college. 

Pharmacy technicians help prepare and distribute medications . Under 
current regulations, pharmacy technicians can work in hospital pharmacy but 
not within a community. Community colleges offer 1 to 2 year program. 
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TECNICOS/TECHNICIANS 



Los tScnicos son para-profesionales que tienen una variedad de empleos en 
el campo medico • Su entrenamiento consiste generalmente en un programa de 
2 anos en un coleglo de la comunldad* Exlste mas aceptacion de 
para-prof esionales con el certificado o registro requeridos, y 6sto esta 
aumentando lentamente las oportunldades de trabajo. Cua^^do hay vacantes, 
muchas de ellas se llenan entrenando y ascendiendo ayudantes de enfermero o 
LVNs • En segulda aparece una descr lpci6n breve de una variedad de 
posiciones tScnicas. 

Los t6cnicos de equipo biom6dico reparan, modifican, calibran y hacen 
pruebas elfectricas de seguridad en equipo m6dico como rayos-x y otro equipo 
de diagnosis e insnecci6n terapeutica. Ellos pudieran instruir al personal 
medico en el uso de estos aparatos. La preparaci&n minima consiste en 
completar un programa de entrenamiento en tecnologia de equipo biom^dico, 
electronica o ciencia de ingenierla (1 a 3 anos). 

Los t6cnicos en emergencia m6dica (EMT's)/Paramedicos responden a 
emergencias mSdicas y proporcionan cuidado inmediato a los enfermos y 
heridos criticos. Ellos podrlan controlar hemorragias, tratar conmociones, 
entablillar huesos rotos o ayudar en partos. Hay dos clases de EMT'S - los 
que trabajan en ambulancias en emergencias medicas y paramedicos que 
trabajan en un vehiculo de cuidado intensivo bajo la direcci6n de un 
medico y siguiendo direcciones verbales. Los EMT's de ambulancia completan 
un cur so en cuidado medico en emergencia que tarda 81 horas; y los 
paramedicos completan 1000 horas de un curso de entrenamiento que puede 
ofrecerse en universidades, colegios de la comunidad, escuelas mSdicas u 
hospitales. 

Los tfecnicos de cirugia a veces llamados t^cnicos de sala de operaciones 
(ORT), ayudan a los del equipo de operaciones, antes, durante y despuSs de 
la cirugia. Por ejemplo, podrlan ayudar a preparar la sala de operaciones, 
a transportar pacientes a la sala de operaciones y pasar instrumentos 
durante la operaci6n. El entrenamiento se obtiene en escuelas 
vocacionales, hospitales y colegios de la comunidad. Casi todos los 
programas requieren de 9 meses a 1 ano de entrenamiento. 

Los t6cnicos psiqui&tricos cuidan y supervisan a las personas retrasadas y 
enfermos mentales en los hospitales. Las tareas pudieran incluir banar y 
alimentar a los pacientes, observar y llevar un registro del comportamiento 
del enfermo; acompanar a los pacientes a otras localidades, y refrenar a 
los pacientes para evitar que se lastimen o lastimen a otros. El 
entrenamiento debe hacerse en un programa aprobado de tScnicos 
psiqaifitricos, y consiste generalmente de 3 semestres de clases y 
experiencia cllnica en un colegio de la comunidad. 
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TECHNICIANS (CONTINUED) 

Radiologic technologists/Radiation therapy techno lo^sts take x-ray films 
of all parts of the body for use in diagnosis of medical problems. There 
are three areas of specialization: Diagnostic x-ray, Nuclear Medicine, and 
Radiation therapy. Radiologic technologists work in hospitals, clinics, 
physicians offices, private medical laboratories, public health 
laboratories, dental offices, and also in private industry. Community 
colleges offer a two-year program in radiologic technology. 

EKG technicians record electro cardiograins which are graphic heartbeat 
tracings produced by an instrument called an electrocardiograph. The 
technician is responsible for attaching electrodes to the chest, arms, and 
legs of the patient. EKG technicians may also conduct other tests such as 
stress testing or pulse recording. Training can be on-the-job or through 
community college courses. 

EEG technicians operate EEC equipment which is concerned with the recording 
and studying of the electrical activity of the brain. The technician 
applies electrodes to the patient's head, chooses the appropriate 
instrument controls, note5 mechanical problems, and watches for emergencies 
of the patient. Training has been on-the-job, although formal training is 
now being offered by medical centers, community college, vocational 
institutions, and universities. 
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TECNICOS/TECHNICIANS (CONTINUED) 



Los t6cnlco3 farmaceuticos hacen, bajo la supervisi6n de los 
farmaceuticos, tareas especificas manuales y de oficina relacionadas con la 
preparacl6n y distribuci6n de los medlcamentos. Los tScnlcos farmaceuticos 
pueden trabajar en una f armada de hospital » pero no en una comunidad» de 
acuerdo con los reglamentos actuales. El entrenamiento incluye un 
certificado por un ano de estudio o un grado de asociado (AA) en un colegio 
de la cofflunidad. 

Los tecn6logos radi6logos (tecn6logos de terapia de radiaci6n) toman 
rayos-x de todas partes del cuerpo para uso en diagnosis de problemas 
medicos. Existen tres kreas de especializaci6n: diagn&stico de rayos-x, 
medicina nuclear y terapia de radiaci6n. Los tecn6logos radiologos 
trabajan en hospitales, cllnicas, consultoi'ios medicos, laboratorios 
medicos particulares, laboratorios de salud publica» consultorios dentales 
y tambiSn en la industria privada. Los colegios de la comunidad ofrecen un 
programa de tecnologia radiol6gica« 

Los tecn6logos de EKG graban electrocardiogramas, que son los trazos 
graficos de los latidos del corazon, que se toman con un instrumento 
llamado electrocardi6grafo. El tecnico es responsable de fijar los 
electrodos al pecho, brazos y piernas del paciente. Los tecnicos EKG 
pudieran conducir otras pruebas tales ccmo el registro del pulso. El 
entrenamiento puede obtenerse en el trabajo o travSs de curses en un 
colegio de la comunidad. 

Los tecn6logos EGG hacen funcionar el equxpo EEG que tiene que ver con la 
grabaci6n y el estudio de la actividad elSctrica del cerebro. Los 
tecn6logos aplican electrodos en ciertos lugares de la cabeza del paciente; 
escogen la combinaci6n apropiada de instrumentos de control, anotan los 
problemas mer^4nicos y estan pendiente del paciente en casos de emergencia. 
El entrenamiento se ha dado en el trabajo, sin embargo, el entrenamiento 
formal se ofrece ahora en centros medicos, colegios de la comunidad, 
instituciones vocacionales y universidades. 
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ADDITIONAL HEALTH CAREER OPPORTUNITIES 



In addition to the health careers described on the previous pages, other 
possibilities do exist th^^t have little patient contact. For instance, 
individiials who enjoy working in a laboratory might explore the field of 
medical laboratory work. Job responsibilities vary with length of 
training. Common job titles are medical technologists, medical 
technician , or medical laboratory assistant . All of these medical 
laboratory workers perform laboratory tests on specimens (samples) taken 
from patients by other health professionals. The tests are used to 
diagnose and treat many diseases. 

For an individual who desires to use clerical skills in a hospital 
environment, several levels of jobs exist. Titles of these jobs may vary. 
Typical titles are medical records clerk , abstracting clerk, medical 
records coder , medical transcribers . An entry level job as a medical 
records clerk requires average speed typing skills. With experience and 
training one can move up to medical records technician, coder, or medical 
transcriber. The work to be done is to organize and transcribe medical 
records in hospitals, clinics, and other health care facilities. 

Occupational and physical therapy are two fields that employ assistants who 
have been trained in a community college. Occupational therapy 
assistants help occupational therapists plan and carry out educational, 
vocational, and recreational activities for patients who are recovering 
from an accident or disease. Physical therapy assistants work under 
supervision of physical tharapists to help patients learn or improve their 
ability to walk, climb, move from one location to another and to acquire 
skills needed for daily living. 

Nurses Registries 

Another place to obtain employment in the health care field is through the 
nurses registries. An experienced worker can work for the registry and be 
placed on jobs which are obtained by the registry. The work is temporary, 
but does provide flexibility in working days and hours. Nurses registries 
commonly place home health aides, homemakers, LVNs, and Certified Nurses 
Assistants (CNA). 
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OPORTUNIDADES ADICIONALES DE CARRERAS DE SALUBRIDAD 



Adem^s de las carreras descrltas en las pdginas anterioresi existen otras 
posibilidades en las que hay muy poco contacto con el paciente. For 
ejemploi los indivlduos que disfrutan trabajando en un laboratoriOi podrian 
explorar el campo de trabajo en laboratories m6dicos. Se pueden encontrar 
tres niveles de personal en los laboratories : Tecn6logos medicos, tecnicos 
medicos o asistentcs de laboratorio medico. Los trabajadores de 
laboratories medicos hacen pruebas de laboratorio en especlmenes tornados de 
pacientes por otros profesionales de saludi para su detecci6n, diagnosis y 
tratamiento de muchas enfermedades. 

Hay varies niveles de trabajos para indivlduos que desean usar sus 
habilidades de oficinista en un ambiente de hospital. Los titulos de estos 
trabajos podrian variar. Los titulos tlpicos son: oficinista de registros 
medicos I de sumariosi registros (medical records coder), transcriptores 
medicos. Para poder entrar como oficinista de registros medicos se 
necesita tener cierta velocidau para escribir en maquira. Con experiencia 
y entrenamiento se puede ascender a t6cnico de registros medicos, t6cnico 
de sumarios o transcriptor medico. El trabajo consiste en organizar y 
transcribir records m6dicos en hospi tales, cllnicas y otros servicios 
piiblicos para el cuidado de la salud. 

Terapia ocupacional y flsica son dos csunpos que empleaii asistentes que han 
sido entrenados en un colegio de la comunidad. Los asistentes de terapia 
ocupacional (ergoterapia) ayudan a los terapistas ocupacionales a planeai: y 
llevar a cabo actividades para pacientes que estdn recobrandose de un 
accidente, una enfermedad o una deformidad. Los asistentes de terapia 
flsica trabaj£in bajo la supervisi6n de terapistas flsicos ayudando a los 
pacientes a aprender o mejorar su habilidad para caminar, trepar, moverse 
de una localidad a otra y adquirir la habilidad necesaria para la vida 
diaria. 

REGISTROS DE ENFERMEROS 

Otra manera de obtener empleo en el campo de salubridad es por medio de los 
registros de enfermeros. Un empleado con eiiperiencia puede trabajar para 
el registro. El trabajo es temporal, pero ofrece flexibilidad en escoger 
sus horas de trabajo.. Los registros de enfermeros generalmente colocan 
ayudantes de salud en domicilios, de servicio domSstico, LVNs y ayudantes 
de enfermeros titulados (CNA). 
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AGRICULTURE; FOREST. FIELDS, AND ANIMALS 
Introduction 

Agriculture is one of California's most vital industries. One out of "every 
four persons is in a job related to agriculture. There are jobs in 
production, processing, marketing, transportation, and storage. There are 
also Jobs in support services such as equipment dealers, teachers, feed and 
fertilizer dealers, bankers and scientists. These people make up 
California's agri-business team. 

Increased mechanization of farm activities will decrease the need for 
farmers and farm workers. However, the trend toward Jarger, more 
mechanized farms coupled with the need for efficient personnel management 
will generate strong demand for farm managers and farm labor supervisors. 
Bilingual managers and supervisors will be especially in depend. Today's 
farmers, farm managers, and farm labor supervisors must possess a higher 
level of technical knowledge and management skills than was required in 
earlier years. This is part of the overall shift in farm employment from 
less-skilled to more skilled workers. 

Agriculture is more than farming. On the following pages are descriptions 
of opportunities in varied agricultural and outdoor work. Included are 
opportunities in agriculture mechanics, agricultural production, 
horticulture, animal-health care, pest control, forestry, and parks. 
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IMPORTANCE: 



Agriculture is one of California's most vital industries. Students who 
enjoy working outdoors with crops or animals, may want to consider a career 
in this area. Moro technical knowledge is needed in many of today's 
agriculture jobs. Students can get good training ani experience through 
careful planning of high school courses, summer work, and related hobbies. 
Also a hard-working and experienced farm worker can think of eventually 
becoming hi?/ her own boss in production or services. 

OBJECTIVES : 

1. To help students assess their interest in an agriculture occupation. 
(The seven basic areas included in agricultural education are production 
agriculture, agricultural mechanics, ornamental horticulture, agricultural 
supplies and services, agricultural products and processing, natural 
resources and rural recreation, and forestry.) 

2. To give students information on work environment, typical tasks, and 
opportunities in agriculture careers. 

3. To give students an opportunity to experience a simulated activity in 
agriculture. 

SKILLS EMPHASIZED ; 

Reading, abstracting information, observation of nature, categorizing, and 
vocabulary building. 
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1* Acreage 

2. Automation 

3. Blueprint 

4. Breeder 

5. Civil Service 
6» C(»iiblne 

7m Commodity Grader 

8« Designate 
9m Exterminator 

10. Fertilizer 

11, Floriculturist 

12. Fumlgator 

13, Game 

14 • Grazing land 

15 • Greenhouse 
16* Harvest 

17, Hay Baler 

18. Holsl: 

19* Hydraulics 



AGRICULTURE VOCABULARY 

agricultural land, usually of several acres, 

the process of making machines run automatically, 

detailed drawing of a building or machine. 

person who breeds animals so that 
there are more animals. 

the system of government employment. 

a harvesting roachine used for grain. 

person who classifies products according to 
size and quality. 

to name or select for a job. 

killer, in this case, of unwanted pests. 

chemical or other substance used to help plants 
grow. 

person who grows, distributes, or sells flowers. 

person using gas or chemicals to kill insect 
pests. 

wild animals. 

land where cows, sheep or horses are allowed to 
feed. 

glass enclosure to protect plants. 

to pick a crop when it is ready. 

machine that cuts hay and shapes it into 
compact rectangles called bales. 

a device for lifting up a heavy piece of 
equipment such as a motor. 

i.echnology that involves fluids such as water 
or oil. 
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20. Infestation 

21. Irrigator 

22. Jack 

23* L'^ndscape 

24 t Livestock 

25 t Malfunctioning 

26. Machanlzatlon 

27. Municipal 
28a Nursery 

29. Pesticide 

30. Preserve 

31. Prospective 

32. Pruner 

33. Refuge 

34. Sawmill 

35* Service Representative 

36* Spay and Neuter 

37 t Specimen 
38 t Termite 
39. Terrain 



a large number of pests. 

person who works in irrigation, which is the 
process of bringing water to txelds. 

an implement for raising a car or other vehicle 
part way off the ground, as, for example, to 
change a tire. 

the design of the outside area around a 
building, including grass trees, and so on. 

farfc: ajiimals such as cows, chickens, 
not working. 

the process of converting handwork into machine 
work. 

belonging to a city. 

place where plants are grown and sold. 

chemical used to kill unwanted insects. 

area that is "preserved" or saved for wildlife. 

looked forward to, expected. 

person who cuts branches off trees so that they 
are more productive. 

place where wild animals are protected. 

place where trees are cut into lumber. 

person representing a product or service » They 
help users of the product to use and maintain 
the product. 

to operate on cats and dogs so they cannot 
reproduce. 

sample. 

insect that eats wood and damages houses. 

the character of land; foi example, whether it 
is mountainous or flat, dry or tropical. 
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40. Timber Stand group of trees that will be cut for wood. 

41. Trail footpath in a wilderness area. 

42 t Transplanting to move plants from one location to another. 

43. Veterinarian animal doctor. 

44 f Wilding to Join tuo metals together by means of heat* 

459 Zoologj the study of animals. 
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ACTIVITIES ; 

Activity one: Self-^Assesament « For an introduction to this unit, have 
students complete self-acsessment exercise (Handout 1A)« Discuss the 
opportunities in agriculture in your community as well as in other areas in 
California. Use Information from this unit as well as films, speakers, and 
career center materials. 
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HANDOUT lA: ENGLISH 



AGRICULTURE SELF--ASSESSMEHT 



Direction s; Would you like a career in agriculture? To find out, check 
yes or no for each of the following questions. 



!• Do you enjoy the responsibility of planning an entire 
activity and carrying it out? 

2, Do you enjoy using basic mathemathics to keep financial 
records? 



3. Have you spent much time outdoors in all kinds of weather? 



4. Do you enjoy negotiating with other people over 

the sale of a product? ^ 

5. Have you been a leader in a planned activity? ^ 

6. Do you like to solve practical problems such as what to 

feed cattle so beef of prime quality is produced? 

7. Have you raised plants or animals as a hobby? 

8. Have you been a member of FFA or 4-H? 

9« Have you enjoyed working all day mowing lawns, 

planting or trimiuing trees, or picking fruit? 

10. Have you worked with farm machinery to plant, 

cultivate, harvest, and store grain crops? 

11. Have you worked with rakes, shovels, saws, or other tools? 

12. Would you like a full-time job camping, fishing, or hunting? 

13. Do you like to work with your hands such as in 

picking fruit, sawing logs, operating a lawn mower? 

14. Could you adjust to doing the same kind of work all 

day long to carry out the activities of a business? 

15» Do you follow instructions easily? 

16. Do you enjoy the responsibility of raising and 

caring for an animal? 

If you answered "yes" to most of these questions, explore career 

opportunities in agriculture, forestry, landscaping, or animal care. 



Yes No 
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HANDOUT lA: SPANISH 

AGRICULTURA: EVALUACION PROPIA 

6Te gustarla una carrera en algo relacionado con la agricultura? 
saberlo, con testa SI o NO a las siguientes preguntas. 

S 

1. 6Te gusta tener la responsabilidad de planear por completo _ 
una actividad y llevarla a cabo? 

2. 6Te gusta usar matem^ticas b&sicas para llevar records _ 
financieros? 

3. 6Has pasado mucho tiempo al aire libre en todas clases de _ 
climas? 

4. 6Te gusta negociar con otras personas sobre la venta de _ 
algun producto? 

5. iHas sido el lider de una actividad planeada? _ 

6. 6Te gusta resolver problemas pr&cticos como qu6 clase de _ 
alimento dar al ganado para que su carne sea de primera calidad? 

?• 6Te ha gustado, como pasatiempo, cultivar plantas y criar _ 
animales? 

8. iHas sido miembro de clubs agricolas como FFA o 4-H? _ 

9. 6Te ha gustado trabajar todo el dla cortando pasto, 
plantando o recortando Srboles o recogiendo fruta? _ 

10. iHas trabajado con maquinaria de campo para plantar, 
cultivar cosechas o almacenar el producto de la siembra? _ 

11. iHas trabajado con rastrillos , palas, sierras u otras 
herraaientas? - 

12. iTe gustaria tener un trabajo de tiempo completo acampando, _ 
pescando o cazando? 

13. 6Te gustaria trabajar con tus nianos recogiendo fruta, _ 
aserrando madera, manejando una cortadora de pasto? 

14. iPodrlas ajustarte a hacer el mismo trabajo todo el dia para _ 
manejar las actividades de un negocio? 
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15. ^Slgues Instrucclones con facllldad? 

16. iTe gusta ser responsable de criar y culdar un animal? _ 

Si t(i contestas SI a muchas de estas pregtintas, qulzS qulsleras explorar 
oportunldades de carrera en la agricultural clencla fores tal 
(sllvlcultura), Jardlusrla ornamental o cuidado de los anlmales. 
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Activity two; Hands-on Agriculture , Provide a hands-on activity for 
students. Here are two suggestions. 



A. School Garden Plot or Classroom Growing Project . Depending 
on student time and available resources, have students grow 
vegetables or flowers of their choice. If plants are to be 
grown from seeds, two months may be required. Considerable 
time is required for an outdoor project, but students will 
have the advantage of being outdoors, which more closely 
parallels the condition of most jobs in agriculture. If 
plants are grown indoors, an experiment can be conducted 
for a period of 2 to 3 weeks in which different a^nounts of 
sun, fertilizer, and or water are provided to two or more 
similar plants. 



B, Nature Museum . As many students as possible are to bring 
specimen to class. These can be an animal in a cage, a 
leaf, a seed, a plant, an insect in a jar or mounted, or a 
piece of moss. On the day the student brings the item, he 
or she may explain briefly what it is and something about 
it. When enough items are collected, hold a museum day. 
Each item is numbered and displayed around the room on 
tables or walls. Students walk around the display vith a 
pencil and paper numbered to match the items. Students 
write the name of the item next to its number. They can 
also be asked to write the name in Spanish, something they 
observe about each item, or what it could be used for. 
Discuss when activity is completed. 

Activity three ; Agricultural Occupations . Make a class set of the 
Agriculture Occupations sheets and have students read them to answer 
questions (Handout 3A). Discuss what each worker does with the object in 
the matching exercise. 

Answers 3A 

Part I. A. Floriculturist: cut flowers. Floriculturists are concerned 
with the growing and distribution of cut flowers, bedding, pot plants, and 
marketing of florist supplies. 

B. Exterminator: termites. Termite exterminators work in structural pest 
control. They often work in confined spaces in wooden structures. 

C. Park Ranger: nature signs. Park rangers do a variety of tasks which 
Include preparing exhibits, giving talks on nature, leading nature walks, 
patrolling parks, and directing first aid operations. 

D. Agricultural Mechanic: diesel engine. Agricultural mechanics repair, 
adjust, and do maintenance work on engineii, both gasoline and diesel. 
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E. Forestry Technician: fire extinguishers. An important part of the 
work of forestry technicians is fighting forest fires. 



F. Animal-Health Technician: elephants. Animal-health techniciems work 
in research labs^ animal shelters, animal hospitals, or zoos. 

G. Farm Owner: computer. As the management of a farm becomes 
increasingly complex, computers are used by some farm owners to help in new 
decision making and to store information. 

H. Horticulturist: gclf course. Horticulturist may work indoors in a 
greenhouse or outdoors in maintenance of lawns or golf courses. 



1. Horticulturist : high school or college: 0 to 4 years. 

2. Landscape architect: college: 4 years. 

3» Agricultural mechanic: high school, vocational school, community 
college: 0-2 years. 

4. Veterinarian: college : 6 years. 

5. Animal health technician: community college, vocational school: 
1 to 2 years. 

6. Park ranger: college: 4 years. 

Only a few agricultural occupations are provided in this unit as a sample 
of what is available in this area. Many more occupations exist. T^ds unit 
contains job descriptions for: 

1« agricultural production 

2* agricultural mechamic 

3. park ranger 

4. forester or forestry technician 

5. pest control occupations 

6. animal health technician 

7. horticultrrist 

8. veterinarian 

9. landscape architect 



Part II. 
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HANDOUT 3A: Ei4GLISH 

AGRICULTURAJ. OCCUPATIONS 

Directions : So that you can get an overview of jobs in agriculture, read 
Agriculture Occupations , Then answer the questions below. 

Part I. Match the worker to the objects or tools that he/she might work 
with. Write the letter for each worker next to the appropriate object. 

Worker Object 

A. Flor xulturist diesel engine 

B. Exterminator computer 

C. Park Ranger golf course 

D. Agricultural Mechanic termites 

E. Forestry Technician ^ elepha:its 

F. Animal-Health Technician fire extinguishers 

G. Farm Manager nature signs 

H. Horticulturist cut flowers 

Part II. Write where you can get training for eaca of these occupations 
and how many years of training are required. Places that offer training 
might be a high school R.O.P. program, apprenticeship, technical school, 
community school, or four year college, or training might be provided on 
the job. 

Occupation Where to Get Length of Training 

Training After High School 

I. Horticulturist 

2. Landscape Architect .... ^ 

3. Agricultural Mechanic 

4. Veterinarian 

5e Ar. -mal Health Technician 

6. Park Ranger 
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HANDOUT 3A: SPANISH 



OCUPACIONES ACRI(X)LAS 

Instracclones ; Para que puedas tener iina idea de los trabajos en la 
agricultura, lee Agriculture Occupations # Entonces contesta las preguntas 
que aparecen aba jo. 

I. Indlca cu4l trabajador corresponde a las cosas con que 6l/ella pudlera 
trabajar. Escribe la letra del trabajador al lado del objeto que le 
corresponde. 



Trabajador 
A. Florlcultor 
6« Extermlnador 

C. Guardabosques 

D. Mec4nico de Agricultura 

E. T6cnlco Forestal 

F. Tfecnlco Je Salud de 
los Anlmales 

6. Dueno de Graiija 

H. Hortlcultor 



Obieto 

m&qulna dlesel 
computadora 
campo de golf 
termltas 
elefantes 

extlnguidores de fuego 

letreros relativos a la naturaleza 
flores cortadas 



II. Escribe en d6nde puedes ob tener entrenamlento para cada una de las 
ocupaclones y cu4ntos anos de entrenamlento se requleren. Algunos lugares 
que ofrecen entrenamlento podrian ser un programa de R.O.P., de 
aprendipsa je 9 escuelas t6cnlcas» escuelas de la comunidad* un coleglo de 
ctiatro anos o tambl^n, el entrenamlento prodria ser dado en el trabajo. 



Ocupacl6n 



1. Hortlcultor 

2« Arqultecto que disena 
Jardlnes 



En D6nde Obtener 
Entrenamlento 



Duracl6n del Entrenamlento 
DespuSs de la Secundaria 
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HANDOUT 3A: SPANISH (Cont.) 

Ocupacl6n En D6nde Obtener Duracl6n del Entrenamlento 

Entrenamiento DespuSs de la Secundaria 

3, Mec&xlca de Agrlcultura 

4, Veterinario 

5, T6cnico de Salud de 

Ani males 

6, Guardaparques 
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Actlvlt? four: Pick a Career In AgricaLture * In order to summarize the 
infomatlon for their own U8e» students complete Pick A Career In 
Agriculture (Handout 5A)« 
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HANDOUT 4A: ENGLISH 



PICK A CAREER IN AGRICULTURE 

D irections ? For the purpose of this exercise, choose a job in agriculture 
That you are interested in. What agriculture-related job are you 
interested in? . 



Nov find out as much as you can about the Job of your choice. (Sources: 
job descriptions, newspaper ads, interview someone in the job» career 
center.) 



Yes No 



1. Answer the following questions concernin;; your choice: 

a. World you be working outside most >f the time? 

b. Would you have to use basic math skills to keep 

finfmcial records? 

c. Would you have to use math skills for measuring? 

d. Could you turn the job into your own business? 

e. Would you be working with machinery such as 

farm equipment? 

f . Would you be working closely with different 

chemicals? 

g. Would you have to do much reading on the job? 

h. Would you have to use writing skills? 

(What type of writing might you do?) 

i. Would you be working with all kinds cf animals? 

j. Would you be using hand and pover toola? 

k. Would you need a driver's license to get t:he job? 

1. Would you have to own your own equipment such as 

your tools or a truck? 

m. Is a high school diploma necessary to get the job? 

p. D'>es the job req^iire physical strength cmd stamina? 
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Yes No 

o. Is training done primarily on the job? 

p. Are there many openings for this job? 

2. Answer these quest iona about pay and training. 

q. What would your beginning salary be? 

r. What is the next step after an entry-level position? 

3. Why are you interested in this job? Check the reasons below that apply 
to you and add your own reasons. 

^ a. I like to work outdoors. 

b. Working with machinery has always been a fun activity for 

me. 

c. I really enjoy observing the wonders of nature. 

d. I much prefer working with my hands on objects than writing 

reports or reading manuals. 

e. I like to share information on nature with other people. 

f . I would like the excitement of fighting a forest fire. 

g* Animals are very important to me. 

h. I would like to be able to identify different types of 

plants. 

i. I would gain great satisfaction in being responsible for 

a successful crop such as tomatoes. 

j. Driving a truck or some farm machinery on the job would be 

fun. 

k. I don't want to spend time in a classroom learning how to do 

a job. 

1. I really want physical activity on the job. 

Other reasons for job choice: 
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HANDOUT 4A: ENGLISH (Cont.) 

4.> Make a summary of your job choice. Include the salary, training 
needed, work environment, and skills needed. Explain how your personal 
life plans and values fit into this job choice. If possible, interview 
someone who is working in an agricultural job. Tell the advantages and 
disadvantages of your Job choice. 



5. What steps are needed to reach your ideal job in the agriculture field? 
These steps might include siumner or part-time jobs, high school classes, 
college or other training. Then you might have two or three jobs before 
you learn enough to be promoted to the job you want. On the line below, 
make a list of the steps you might take in the next ten or fifteen years. 



Age 15 20 25 30 
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HANDOUT 6A: SPANISH 

ESCOGE UNA CARRERA EN AGRICHLTtIRA 

Instrucdones ; Para poder hacer este ejerdclo, dlgamos que has decidldo 
tener un trabajo en el campo d*:^ la agrlcultura. 
LCnkl trabajo relacionado a la agricultura te interesa? 

Ahora Investlga tanto como puedas acerca del trabajo que selecdonaste. 
(Fuentes de informacldn: descrlpciones de trabajo, anuncios en los 
perl6dlcos, entrevlstas a personas que tlenen este trabajo, centro de 
carreras.) 

!• Contests a las slgulentes preguntas refer entes a tu selecci6n marcando 
SI o NO . 

Si No 

a. LTe gustarla trabajar al aire llbre la mayor parte del 

tiempo? 

b. ^Tendrlas que usar conocimlentos de matem&ticas b4slcas 

para llevar records financieros? 

c. iTe gustaria usar matemAticas para tomar medidas? 

d. 6Este trabajo podrla llegar a ser tu propio negocio? 

e* 6TrabaJarlas con maqulnarli como equipo de granja? 

f • 6Estarlas trabajando dlrectamente con substandas qulmlcas 

diferentes? 

g. iTendrlas que leer mucho en el trabajo? 

h. iTendrlas que escriblr, y qu6 tlpo de cosas tendrlas que 
escribir? 

i. iEstarlas trabajando con toda clase de animales? 

J. iUsarlas herramienta de mano y elSctrica? 

k. iNecesltarlas una llcenda de mane Jar para ob tener el 

trabajo? 

1. iTendrlas que tener tu equipo propio como herraminenta o 

caml6n? 

m. LSe necesita un diploma de secundaria para obtener el 

trabajo? 

FIVE VOCATIONAL AREAS: AGRICULTURE 348 



325 



HANDOUT 6A: SPANISH (Cont.) 

S± 

n. iEl trabajo requiere fuerza y resistencia flsica? 

o« LEI entrenamlento se hace princlpalmente en el trabajo? 

p. iHay muchas vacantes para este trabajo? ^ 

2. Refl6rete a la descrlpcl6n de trabajo para contestar estas preguntas 
acerca de pago y entrenamlento. 

q. LCukl serla tu salario para comenzar? 

r. Lk cnkl puesto puedes avanzar despuSs de trabajar al nlvel 
de entrada? 

3. LVoT qu6 est&s interesado en este trabajo? Marca las razones 
que aparecen aba jo que se apllquen a tl y a tus razones proplas. 

a. Me gusta trabajar al aire libre. 

b, Slempre me ha diver tldo trabajar con maquinaria. 

c. Realmente disfruto observando las maravillas de la naturaleza. 

d. Prefiero trabajar con mis manos y objetos a escribir reportes 

o leer manuales. 

e. Me gusta compartlr informaci6n sobre la naturaleza con otras 

personas. 

f • Me parece muy emoclonante tratar de apagar un incendio en el 

bosque. 

g. Los animales son muy importantes para mi. 

h. Me gustarla poder identificar dlferentes tipos de plantas. 

i* Me darla mucha satlsfacci6n ser responsable de una buena 

cosecha, pot ej^emplo, tomates. 

j. Serla muy diver tldo para mi, mane jar un cami6n o alguna otra 

mfiqulna de granja en el trabajo. 

k. No qulero pasar tiempo en un sal6n de clases aprendiendo a 

hacer un trabajo. 

1. Realmente qulero tener actividad flsica en el trabajo. 
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Otras razones por que hiciste esa selecci6n: 



4. Sumariza el trabajo que escogiste. Incluye tu salariOt entrenamiento 
necesario, axnbiente de trabajo y habilidades que se necesitan. Explica 
coma se acomodan tus planes y valores de tu vida personal en el trabajo que 
escogiste. 



5. 6Qu6 pasos necesitas dar para alcanzar tu trabajo ideal en el campo de 
agricultura? Estos pasos pueden incluir trabajos de verano o de medio 
tiempo, clasefj de secundaria, de colegio o algun otro entrenamiento. Asl, 
tendrds dos o tres trabajos antes de que puedas ascender al trabajo que 
quieres. En la llnea de aba jo, haz una lista de los pasos que podrias 
tomar en los diez o quince anos que siguen. 



EDAD: 



15 



20 



20 



30 
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AGRICULTURAL PRODUCTION 



Typical Tasks; Agricultural production has a great range of occupations 
which are involved with growing and harvesting crops and 
raising livestock. The tasks vary with the particular job. A small 
sampling of job categories include pruner, irrigator, livestock handler, 
poultry farm hand, ranch laborer, and cow puncher. With increased 
mechanization and use of new technologies, the tasks of these jobs may 
change. For example, agricultural production records are now frequently 
kept on computer. 

Working Conditions: Conditions will vary with the type of job. Generally 
the work will be done outdoors in a variety of weather conditions. In 
addition to physical work, farm operators must make management decisions. 
A decision such as when to sell crops for the best prices could involve use 
of computers. 

Training and Qualifications: High school and community college courses in 
agricultural production will qualify individuals for many different jobs. 
Bilingual skills and farm experience are advantages for employment in 
agricultural production. 

Job Outlook: The outlook for employment depends on the area of California. 
In San Joaquin County, less farm workers are needed because of improved 
farming technology, but more farm workers are needed because more land is 
being farmed. The demand for farmers and farm laborers will increase in 
many parts of California between 1980 and 1985 because of extremely high 
replacement needs. Technology and improved mechanization will increase the 
opportunity for jobs with higher level skills in the agricultural business. 

Earnings: Earnings of individuals in agricultural production vary from 
year to year depending on weather and economic conditions. Also the type 
of work done and size of ranch will make a difference in earnings. Entry- 
level wages are in the $4 to $5 per hour range. 

Advancement: Opportunities for advancement for farm laborers are limited; 
however it is possible to advance to foreman, ranch labor supervisor, ranch 
manager, or ranch owner. With additional training and experience, off-farm 
occupations may be possible in areas such as research, management and 
administration (financial expert), breeder, pesticide sales, or 
agricultural commodity graders. There are over 500 different agricultural 
occupations. 

Language Skills: Fluent English is not needed for many agricultural jobs, 
but English is necessary for promotion. Bilingual skills are useful and 
may be an advantage in getting hired. 
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PRODUCCION AGRICOLA/AGRICULTURAL PRODUCTION 

Tareas Tipicas: La producci6n agricola tiene un ampllo campo de 
occupaciones que est4n envueltas con el crecimiento y la cosecha de la 
siembra y el crecimiento y cuidado del ganado. Las tareas varian de 
acuerdo con cada trabajo. Aqui tenemos una pequena muestra de trabajos que 
incluye: podador, regador, encargado del ganado, ayudante de corral, pe6n 
de rancho y vaquero. Los tareas de estos trabajo pudieran cambiar debido 
al uso, cada dia mks grande, de varias mdquinas. For ejemplo, se utilizan 
computadoras para archivar los datos necesarios para mane jar un rancho. 

Condiciones de Trabajo: Estas variar4n con el tipo de trabajo que se haga. 
Generalmente, el trabajo se har4 al aire libre y en una variedad de 
condiciones de clima. Ademis del trabajo fisico, los trabajadores de 
granja deben hacer decisiones administrativas; por ejemplo, cuando vender 
la cosecha por los mejores precios, 6sto podria incluir el uso de 
computadoras. 

Entrenamidnto y Calif icaciones: Los cursos de secundaria (high school) y 
colegios de la comunidad en producci6n agricola calificar4n a los 
indivlduos para varios trabajos diferentes. La habilidad bilingiie y haber 
trabajado en granjas son ventajas para conseguir empleo en la agricultura. 

Perepectivas de Trabajo: Estas dependen del 4rea de California. En el 
condado de San Joaquin, el n6mero de trabajadores disminuy6 debido a la 
tecnologia, pero se ha nivelado por el aumento de tierras bajo producci6n. 
La demanda de granjeros y peones aumentar4 en California entre 1980 y 1985 
debido a la gran necesidad de tener trabajadores para reemplazar a otros. 
La tecnologia y mejoras en la mecanizaci6n auraentar4n las oportunidades de 
trabajos con un nivel m&s elevado de habilidades. 

Salarios: Los salarios varian de un afio al otro para quienes trabajan en 
la agricultura, dependiendo del tiempo y de las condiciones econ6micas. El 
tipo de trabajo que se desempene y e\ tamafio del rancho en que se trabaje 

^^"^ nalarios. Un piincipiante podria ganar entre 

$4.00 y $5.00 la hora. 

Ascensos: Las oportunidades para que los trabajadores de rancho avancen 
son limitadas; sin embargo, es posible ascender a capat4z, supervisor de 
trabajo del rancho, gerente de rancho o duefio de rancho. Con entrenamiento 
adicional y experiencia, hay algunas ocupaciones que se desempeiian fuera 
del rancho como investigaci6n cientifica, administraci6n (experto 
financiero), criador de animales, vendedor de pesticidas o graduadores de 
productos agricolas. Existen m4s de 500 titulos de trabajo difereutes en 
la agricultura. 

Lenguaje: El ingles no es necesario para muchos trabajos en la producci6n 
agricola, pero se necesita para ascensos. El habilidad bilingue es iitil 
porque muchos de los trabajadores en la producci6n agricola hablan espaiiol. 
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AGRICULTURAL MECHANIC 



Typical Tasks: Mechanics spend much of their time repairing and adjusting 
malfunctioning equipment such as tractors, hay balers, corn pickars, 
aircraft , combines , and crop dryers • Mechanics perf orm preventive 
maintenance such as testing, adjusting, cleaning engines. They might use 
handtools, precision equipment (micrometers and torque wrenches) or couiplex 
testing equipment (dynamometer). They may travel to a farm to do emergency 
repairs when critical farming operations must not be delayed. 

Working Conditions: General farm equipment mechanics work indoors. Modern 
repair shops may be well ventilated, lighted, and heated, but that may not 
be true of older shops. Mechanics come in contact with grease, gasoline, 
rust, dirt, and may work on heavy parts supported on jacks or by hoists. 

Training and Qtiallflcetlons: Training should include work on diesel and 
gasoline engines, the maintenance and repair of hydraulics, and welding. 
Some employers require mechanics to be able to read diagrams and blueprints 
in order to make complex repairs to electrical and other systems. A degree 
Tiay not be necessary if the mechanic has the skills to do the job. Most 
farm equipment mechanics are hired as trainees and learn the trade on the 
job. High schools, area vocational-technical schools and community 
colleges offer courses in agricultural mechanics. Mechanics should have 
manual dexterity. Occasionally strength is required to lift heavy objects. 

Job Outlook: The employment of agricultural mechanics is expected to 
increase about as fast as average for all occupations. Opportunities will 
be best for applicants who have lived or worked on ranches and know how to 
operate farm machinery and make minor repairs. Increased sales of smaller 
lawn and garden equipment have increased the need for mechanics. 

Earnings: Agricultural mechanics* pay can vary from about $4.00 to over 
$11.00 an hour. Farm equipment mechanics during planting and harvesting 
seasons might work overtime for which they are paid time and a half. 

Advancemant : Agricultural mechanics may advance to shop supervisor civ 
management of a farm equipment dealership. Some mechanics open their own 
repair shop . With experience and additional training , mechanics can 
advance to service representatives for farm equipment manufacturers. 

Language Skills: Basic English skills are needed. Bilingual skills may be 
useful to communicate with Spanish-speaking coworkers. 
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MECANICA DE AGRICULTURA/ AGRICULTURAL MECHANIC 



Tareas Tiplcas: Las mec&nlcos pasan mucho de su vlempo reparando y 
ajustando equipo que no est6 funcionando bien como tractores, empacadoras 
de henoy plcoteadoras de malz, vehlculos aSreos, trllladora, secadores de 
la cosecha. Las mec&nicos hacen el mantenimiento preventive corao probar, 
ajustar y llmplar m&qulnas. Ellos usan herramlenta de mano, equipo de 
precl&i6n (micr6metros) o con junto de equipo de prueba (dinain6metro). 
Ellos pudieran via jar a una granja para hacer reparacion^s de emergencia 
cuando las operaciones agrlcolas importantes no deban retrasarse. 

Condlclones de Trabajo: Los mec&nicos de equipo general de granja trabajan 
al aire iibre. Los talleres de reparaci6n pudieran estar bien ventilados, 
iluminados y con calefacci6n, pero los talleres antiguos pudieran no tener 
estas comodidades. Los mec&nicos estkn en contacto con grasa, gasolina, 
6xido, tierra y podrlan trabajar con partes pesadas sostenidas por "gates" 
y elevadores de carga. 

Entrenaniento y Calif icaclones: El entrenamiento debe incluir trabajo en 
m4quinas *de diesel y de gasolina, el mantenimiento y reparaci6n de 
hidra(ilica y soldadura. Algunos patrones piden que los mecinicos puedan 
leer diagrainas de circuito y copias heliograficas para poder hacer 
reparaciones complicadas en sistemas eTfectricos y otros. No se necesita 
tener un diploma si el empleado tiene ^ habilidad de hacer el trabajo. La 
major parte de los mec^nicos de equipo empiezan a trabajar como aprendices 
y aprenden en el trabajo. Las secundarias, escuelas t6cnicas vocacionales 
y colegios de la comunidad ofrecen cursos en mec&nica agrlcola. L^s 
mecSnicos deberSn tener dexteridad manual. A veces se necesita tener 
fuerza flsica para levantar objetos pesados. 

Perspectivas de Trabajo: Se espera que los empleos para los mec&nicos 
agrlcolas aumentan tan rSpidamente como el promedio de todas las 
ocupaciones. Las mejores oportunidades ser&n para los solicitantes que han 
vivido o trabajado en ranchos y que saben como operar maquinaria de granja 
y hacer reparaciones menores. Con el aumento en ventas de cortadoras de 
pasto y equipo de jar diner la, la necesidad de mec&nicos ha aumentado. 

Salaries: Los mecSnicos de agricultura ganan de $4.00 a m&s de $11.00. 
Los mecSnicos de equipo de granja trabajan horas extras durante las 
estaciones de siembra y cosecha, por lo que se les paga tiempo y medio. 

Ascenses: Los mecSnicos de agricultura pudieran avanzar a supervisor de 
taller o a administrador de un negocio de granja. Algunos mec&nicos abren 

su propio taller de reparaciones. Con experencia y entrenamiento 

adicional, los mecSnicos podrian avanzar a representantes de servicio de 
fabricantes de equipo de granja. 

Lenguaje: Inglfes b&sico es necesario. Ser bilingiie pudiera ser litil para 
comunicarse con companeros de trabajo de habla hispana. 
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PARK RANGER 



Typical Tasks: ParR rangers do a variety of tasks in their work as pro- 
tectors and supervisors of parks. They work at national, state, county, 
municipal parks and historical sites. Some of their work includes 
preparation of exhibits, leading nature walks, inspecting of trails, 
directing first aid operations, searching for lost hikers, and patrolling 
parks. 

Working Conditions: Park locations may be in forests, deserts, mountain 
ranges, and coastal regions. Rangers work outdoors in all types of 
weather . 

Training and Qualifications: Almost all recently hired park rangers have a 
bachelor's degree. Occaeionally some municipal and special district park 
sy items have jobs such as gardener and "park patrol specialist" from which 
a person can be promoted to park ranger. Rangers must enjoy not only 
working outdoors with people and animals but also they must understand 
nature. 

Job Outlook: Job openings for park rangers in California are limited and 
competition for these positions is keen. Qualified minorities have an 
advantage in finding positions in civil service. 

Eurnlnga: State Park technicians start between $13,000 to $16,000 per 
jear. A Park ranger is paid between $17,000 and $27,000 per year* 

Advancei&ent : Because of relatively small number of people employed as 
rangers, advancement is limited. With additional training and experience, 
some rangers can move into supervisory positions. 

Language Skills: Good English skills are needed. The ability to speak 
Spanish is useful in working with the Spanish-speaking public. 
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GUARDAFARQUES/PARK RANGER 



Tareas Tlpicas: Los guardaparques hacen una variedad de tarea'^^ en su 
trabajo como protectores y supervisores de parques nacionales, dej. estado, 
del condado y mimicipales, y sitios hist6ricos. Parte de su trabajo 
incluye preparar exhibiciones, dirigir caminatas en la naturaleza, 
inspeccionar las veredast dirigir operaciones de primer os auxiliosr buscar 
excursionistas perdidos y vigilar los parques. 

Condlclones de Trabajo: Los parques pueden estar localizados en bosques, 
desiertos, areas montanosas y regiones en las costas. Los guardaparques 
trabajan al aire libre bajo todas clases de clima. 

Entrenamiento y Calif Icaclones: Casi todos los guardaparques que han sido 
empleados recientemente tiensn un grado de bachiller. Ocasionaline:ite , 
algunos sistemas municipales y sistemas especiales de parque de distrito, 
tienen trabajos variados como jar diner o y "especialista en vigilancia de 
parques'* de los cuales una persona puede avanzar a guardaparque • Estos 
deben disfrutar no solo trabajar al aire libre con gente y animales, sino 
tambi^n deben entender la naturaleza. 

Perspectivas de Trabajo: Los trabajos de guardaparque son limitados y la 
competencia para ellos es dura. Las minorlas calificadas tienen la ventaja 
de encontrar trabajo en el servicio civil. 

Salarlos: Los asistentes de guardaparques ganan de $13,000 a $26,000 
anuales. Los guardaparques ganan entre $27,000 y $27,000 anuales. 

Ascensos: El avance es limitado debido al relativamente bajo numero de 
personas que se emplean como guardaparques. Con entrenamiento adicional y 
experiencia, algunos guardaparques pueden llegar a puestos de supervisores. 

Lenguaje: Buen ingl6s oral y escrito ss necesario. La habilidad de hablar 
espanol es dtil al trabajar con publico de habla hispana. 
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FORESTER OR FORESTRY TECHNICIAN 

Typical Tasks; Generally a forester or a technician is responsible for 
development of woodlands, designating area-* to be used in recreation, 
grazing, experimentation, or harvest. Tasks might include tree planting, 
fighting insect infestation, firefighting or doing field experiments. 
Foresters are frequently asked to supervise logging operations. 

Working Conditions: Most foresters spend from 35 to 65 percent of their 
time in outdoor work. They work in all types of weather conditions over a 
variety of terrain. They may travel extensively especially in the firs 
season. 

Training and Qualifications: Most persons qualify for beginning jobs as 
forestry technicians by completing a specialized course of study in a 1 or 
2 year postsecondary school. Another way is to work on i'iref ighting crews, 
in tree nurseries, or in recreation wnrk. The minimal educational 
requirement for most entry-level professional positions as a forester is a 
B.S. degree. 

The work can be both physically and mentally demanding. In addition to the 
hazards of weather, foresters and forestry technicians must '•-intend with 
snakes, mosquitoes, and other dangers and annoyances. 

Job Outlook: There will be competition for forestry Jobs. In California 
employment of loggers will decline because of a cutback in logging 
operations and automation . Qualified minorities are being actively 
recruited for trainee positions by the State Department of Forestry. 

Earnings: Entry-level forestry technician salary is from $1,786 per month 
to $1,492 per month. Salaries jf foresters range from $2,360 to $2,845 per 
month. 



Advancement: Forestry technicians can manage wild animal refuges, 
supervise crews in game and fish management, manage sawmills or improve 
forest land. With additional education and experience, trainees can 
advance to licensed forester and then to supervisory positions. Promotions 
in public agencies are competitive and follow civil service procedures. 

Language Skills: Good English skills are needed. Minimal use of bilingual 
skills. 
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TECNICOS DE CIENCIA FORESTAL 0 GUARDABOSQUES/FORESTER OR FORESTRY TECHNICIAN 



Tareas Tlplcas: Generalmente , un guardabosques o un tScnico es responsable 
del desarrollo de los bosques, Sreas que se usar&n para recreaci6n, 
pastura, experlmeataci6n o cosechas. Las responsabilidades pudieran 
incluir plantar Srboles, luchar contra la infestaci6n de mosquitos, 
extinguir fuegos o hacer experlmentos en el campo. A los guardabosques se 
les pide con frecuencia que super visen la tala de Srbcles. 

Condlclones de Trabajo: La mayor la de los guardabosques usan de 35 a 65 
por ciento de su tiempo trabajar.do al aire libre. Trabajan bajo todos los 
tipos de clima y en una variedad de terrenos. Podrletn via jar extensamente 
sobre todo en la estaci6n de incendios. 

Entranamlento y Calif Icaclones: La may or la de las personas calif ican para 
trabajos de aprendices como tdcnicos forestales completando un curso de 
estudio especializado en 1 o 2 anos de escuela postsecundaria o por medio 
de experiencia en grupos para extinguir incendios, en invernaderos de 
&r boles o en trabajo de recreaci6n. El requisito mlnlmo para empezar en 
casi todas las posiciones profesionales como guardabosque, es un tltulo de 
bachlllerato en ciencias (B.S.). El trabajo puede exigir mucho esfuerzo 
flsico y mental. kdem&s de los riesgos del clima, los guardaparques y 
tScnicos forestales deben luchar con serpientes, mosquitos y otros peligros 
y molestias. 

Perapectlvas de Trabajo: Se anticipa una dura competencia para trabajos 
forestales. En California los empleos de lenadores declinar&n por el corte 
en operaciones de tala de Srboles y la tendencia para emplear mks 
innovaciones tecnol6gicas y menos gente. Las minor las calif icadas est&n 
siendo acceptadas para su entrenamiento en posiciones con el Departmento 
Forestal del Estado. 

Salaries: El salario para empezar de un t^cnico de ciencia forestal es de 
$1,786 a $1,492 al mes. Los salarios para guardabosques van de $2,360 a 
$2,845 al mes. 

Ascensos : Los tScnicos forestales pueden llegar a ser encargados de 
refugio de animales, supervisar grupos en administraci6n de caza y pezca, 
administrar aserraderos, o mejorar las madererlas. Con educaci6n adicional 
y experiencia, los princlpiantes pueden avanzar a guardabosque licenciado y 
entonces a posiciones de super visi6n. Los ascensos en agendas publicas 
son competitivas y siguen los procedimientos del servicio civil. 

Lenguaja: Buen inglSs oral y escrito es necesario. El uso de habilidad 
bilingue es minimo. 
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PEST CONTROL OCCUPATIONS 



Typical Tasks: California's pest control business primarily serves the 
agriculture, service and finance, insurance and real estate industry 
groups. There are two main divisions: agricultural pest control and 
structural (house) pest control. Some of the different occupations 
include : agricultural advisor , sprayer , general pest 

control exterminator, fumigator, termite exterminator. Tasks vary with 
the occupation. For instance, sprayers might use hoses from a 
truck-mounted tank to spray lawns and trees. Advisors might analyze soil 
and infected plant samples. Many individuals in pest control occupations 
work directly with chemicals. 

Working Conditions: Working conditions vary with the job. Some pest 
control advisors work in offices, laboratory and fields. Termite 
exterminators may work in confined spaces in wooden structures. Fumigators 
may work outside buildings. 

Training and Qualifications: Much of the training in pest control occurs 
on the Job. High school or community college courses in zoology and 
biology are helpful. Different types of work require licenses. Training 
for the licensing examination is obtained on the job. There are no 
educational requirements for trainees or helpers. Ability to communicate 
with the customers is a qualification for many of the jobs as well as the 
willingness to work with chemicals. 

Job Outlook: Employment prospects in pest control are favorable. While 
agricultural employment is decreasing, the value of crops and livestock is 
increasing so protection from pests is important. Opportunities for pest 
control in construction goes up and down with the construction industry. 

Earnings: Entry-level salaries for individuals with limited experience is 
$5. 00-16.00 an hour. Experienced exterminators and fumigators can earn up 
to $9.50 an hour. Work that requires more experience and education will 
have higher salaries. 

Advancement: Advancement differs between agricultural and structural pest 
controllers. Agricultural helpers can start as drivers and progress to 
sprayer to authorized agent to operator. Some agents may become 
agricultural scouts, or go on to college and become agricultural advisors. 
Structural helpers may become fumigators, termite treaters, applicators and 
then become field representatives and finally operators. 

Language Skills: Basic English skills are needed. Limited use of 
bilingual skills. 
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OCUPACIONES EN CO'JTROL DE PESTES/PEST CONTROL OCCUPATION 



Tareas Tlpicas: El negocio de control de pestes en California, sirve 
primeramente a los grupos industriales dentro de la agricultura, servicio y 
finanza, seguros y bienes ralces. Hay 2 divisiones importantes: el 
control de pestes agrlcolas (en la agricultura) y control de pestes en las 
estructuras (casas) . Algunas ocupaciones dif erentes incluyen: 
consul tantes en agricultura, exterminador de control general de pestes, 
fumlgador, exterminador de termitas* Las tareas varlan con la ocupaci6n. 
Por ejemplo, los rociadores podrlan usar mangueras conectadas a un tanque 
montado en un cami6n, para rociar la hierba y los &:boles. Los 
consultantes podrlan analizar la tierra y las muestras de plantas 
infectadas. En las ocupaciones de control de pestes, muchos individuos 
trabajan directamente con substancias quimicas. 

Condiciones de Trabajo: Algunos consultantes en control de pestes podrlan 
trabajar en oficinas, laboratorios y en el campo. Los exterinir.adores de 
termitas podrlan trabajar en espacios confinados en estructuras de madera. 
Los fumigadores pueden trabajar afuera de los edificios. 

Entrenaadento y Calif icaciones: Gran partj del entrenamiento en control de 
pestes tiene lugar en el trabajo. Cursos de zoologla de la escuela 
secundaria o de colegio de la comunidad son utiles. Dif erentes tipos de 
trabajo requieren llcencias. El entrenamiento para el examen para obtener 
la licencia se obtiene en el trabajo. No hay requisitos educacionales para 
aprendices y ayudantes. La habilidad para comumicarse con los clientes es 
un requisito para muchos de los trabajos asl como estar dispuesto a 
trabajar con substancias quimicas. 

Perspectivas de Trabajo: El empleo en la agricultura estS disminuyendo, el 
valor de las cosechas y el ganado estd aumentando, por eso la protecci6n en 
contra de psstes es importante. Las oportunidades para control de pestes 
en las construcciones sube y baja con la industria de construcciones. 

Salarloa: El salario al nivel de entrada para individuos con experiencia 
limitada es de $5.00 a $6.00 la hora. Las exterminadores y fumigadores con 
experiencia pueden ganar hasta $9.50 la hora. El trabajo que requiere m&s 
experiencia y educaci6n tendrd un salario m&s alto. 

Ascensoa: El avance difiere entre controladores de pestes de agricultura y 
de estructura. Los ayudantes en la agricultura pueden empezar como 
choferes y progresar a agente autorizado, a operador. Algunos agentes 
pudieran ir al colegio y llegar a ser consultantes en agricultura. Los 
ayudantes en estructuras pudieran ser fumigadores, tratador de termitas, 
aplicadores, y entonces llegar a representantes de servicios y finalmente a 
operador es. 

Lenguaje: Ingl6s b&sico es necesario. Otra lengua es poco util. 
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ANIMAL-HEALTH TECHNICIAN 

Typical Tasks: Animal-health technicians help veterinarians care for 
animals. Tasks might include giving medications, taking temperatures. 

specimens of blood, and dressing wounds. In laboratories, 
technicians work under the supervision of scieutists in the handling of 
animals for either experimental biological research or in the development 
and testing of new drugs. 

Working Conditions: Work environments vary with the activities. The work 
could be in veterinary offices, research labs, animal shelters, animal 
hospitals, or zoos. The work could be outside as well as inside. 
encoSntSed^ sights, odors, or unpredictable animal behavior are sometimes 

Training and Qualifications: California law requires that animal-health 
technicians have a valid certificate of registration. To qualify for the 
certificate, an individual must graduate from a 2-year animal health 
technology program. Volunteer work during high school in an animal 
Sr'^fr an excellent means to gain entry-level experience in 

the field. An individual also must be willing to accept possible bites in 
working with animals and the stress of working with life and death of 
animals. 

Job Outlook: The outlook for animal-health technicians is good due to 
increased use of veterinary services and of scientific research. 

Earnings: Entry-level salary is about $9,000 to $9,600 a year 
Experienced technicians can earn $11,000 to $14,400 a year. 

Advancement: Licensed technicians with experience can move into 
supervisory positions and larger private establishments. Technicians 
employed in research laboratories may become a research scientist 
assistant. 

Unguage Skills: Good English skills are needed. Ljjnited use of bilingual 
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TECNICOS DE SALUD DE ANIMALES/ANIMAIr-HEALTH TECHNICIAN 



Tareas Tlpicas: Loa tSculcos de salud de animales ayudan a los 
veterinarios en cuidar animales. Las tareas pudieran induir la 
administracidn de medicinas^ tomar temperatures, colectar muestras de 
sangre y vender heridas. £n los laboratorios, los t^cnicos trabajan bajo 
la supervisi6n de cientlficos ya sea en el manejo de los animales para 
investigaci6n biol6gica experimental en el desarrollo y prueba de drogas y 
compuestos nuevos. 

C!ondlclone8 de Trabajo: Estas varian con las actividades. El trabajo 
pudiera hacerse en labotatorios de investigaci6n cientifica, refugios para 
animales, hospitales para animales o zool6gicos. El trabajo pudiera 
hacerse tanto al aire libre como en interiores. Algunas veces se 
encuentran con vistas desagradables» males olores o comportamiento que no 
se puede predecir en los animales. 

Entrenamlento y Calif Icaciones: La ley de California requiere que los 
tfecnicos de silud de animales tengan un certificado o registro vdlido. 
Para calif icar para un certificado, un indivlduo deberS estar graduado en 
un programa de tecnologla en salud de animales* Un indivlduo tambiSn debe 
estar dispuesto a recibir mordidas al trabajar con animales y estar en 
tensi6n trabajando con la vida y muerte de los animales. 

Perspectiva de Trabajo: Hay buena perspectiva de trabajo dado que hay m&s 
aemanda para los servicios de veterinario. 

Salaries: El salario de entrada es cerca de $9,000 a $9,600 anuales. 
T6cnicos con un ano de experiencia pueden ganar de $11,000 a $14,000 por 
ano. 

Aacensoa: Los tScnicos con licencia y experiencia pueden subir a puestos 
de supervisi6n y trabajar en establecimientos particulares mks grandes. 
Los t6cnicos empleados en laboratories de investigacidn cientifica pueden 
llegar a ser ayudantes de cientlfico. 

Language: Buen ingl6s oral y escrito es necesario. El use de habilidad 
bilingue es limitado. 
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HORTICULTURIST 



Typical Tasks: Horticulturists are concerned with the planting, 
production, storage, and processing of plants. The work may involve 
transplanting, watering, weeding, fertilizing, spraying, and training 
plants. Horticulturists work with fertilizers, peaticides, and other 
nursery products. There are several specialties. Ornamenta l 
horticulturists are specialists in the growth and cultivation of 
decorative garden plants, flowers, landscaping plants and nursery stock. 
Floriculturists are concerned with the growing and distribution of cut 
flowers, bedding, potted plants, and marketing of florist supplies. 
Arborculturists care for trees. 

Working Conditions: Horticulturists may work indoors in a greenhouse, or 
outdoors in maintenance of lawns or golf courses. 

Training and Qualifications: Prospective horticulturists have two entry 
levels: directly from high school or a two to four-year college degree. 
Training can be on- 1 Ik job working for an expe iencecl horticulturist. An 

gardener for which the main qualifications are the 
abilities to work with blade tools and machinery and to drive a truck. 
Horticulturists must have color vision and finger dexterity. 

Job Outlook: Horticultural services engaged in landscape gardening and 
maintenance will hire a significant number of employees. These services 
will be a source of new jobs and can provide employment year-round = 
bardeners and grounds keepers are among the occupations with the highest 
growth. 

Earnings: Salaries for horticulturists vary with experience, education, 
and responsibility. According to a California Community College 
^^^^^^J member, horticulturist's salaries can range from $4.00 
to $12.50 an hour. Gardeners can earn $40-45 a day. If one owns a truck, 
salaries can go up to $8.00 or more an hour. 

Advancement: While promotional opportunities for horticulturists exist in 
government, education, and private industry, the line of promotion is 
seldom formal. Most advancement is to positions in management and 
supervision, or becoming self-employed. 

Language Skills: Basic English skills are required. Limited use of 
bilingual skills. 
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HORTICULTOR/HORTICULTURIST 



Tareas Tlplcas: Los horticul tores trabajan en una plantaci6ni producci6ni 
almacenaje y proceso de plantas. Los horticultores podrlan trabajar con 
fertilizadoresi pesticidas, riego autom^tlco y otros productos de viveros. 
Tambifen podrlan especializarse. Los horticultores ornamentales est&n 
especiallzados en el crecimiento y cultivo de plantas decorativas de 
jardln , f lores , plantas y materials de invernadero • Los 
floricultores tienen que ver con el crecimiento y distribuci6n de flores 
cortadaSi plantas en la tierrai plantas en macetas y la venta de materiales 
para floresta. Los arbocultores tienen que ver con los Srboles. 

Condiciones de Trabajo: Los horticultores pudieran trabajar en el interior 
de un invernadero o al aire libre en la conservaci6n de prados o campos de 
golf- 

Entrenamiento y Calif Icaslones: Los horticultores en prospecto tienen 2 
niveles de entrada: directamente de la escuela secundaria (high school) o 
con un tltulo universitario de 2 a 4 anos de estudio. El entrenamiento 
para ser un horticultor con experiencia se puede recibir mientras se 
trabaja. Un nivel de entrada para trabajo podrla ser jardinero ; para 6sto 
las califlcaciones principales son la habilidad de trabajar con 
Instrumentos de labranza y maquinaria y mane jar un cami6n (truck). Los 
horticulturistas deben apreciar los colores y tener habilidad manual. 

Perspectlvas de Trabajo: Los servicios de horticultura que se encargan de 
jardinerla ornamental y conservaci6n i tomarSn un n&mero significantivo de 
empleados. Estos servicios serSn la fuente de nuevos trabajos y 
proporcionar&n empleo durante todo el ano. Los jardineros y los que 
conservan los prados est&n entre las ocupaciones con mayor crecimiento. 

Salarlos: Estos varlan comforme a la experiencia i educaci6n y 
responsabilidad. Segun miembros de la facultad de un Colegio Comunitario 
de Californiai los salarios para horticultores pueden ir de $4.00 a $12.00 
la hora. Los jardineros pueden ganar $40.00 - $45.00 por dia. Si una 
persona tiene un cami6n el salario puede subir a $8.00 o m4s la hora. 

Ascensos;^ En el gobiernoi en la educaci6n e industria privada no hay llnea 
de ascenso formal para el hortirultor . Se puede avanzar a puestos en 
administraci6n y supervici6ni o puede trabajar por su propia cuenta. 

Lcinguaje: Ingles b&sico es necesario. Hay muy poco uso para habilidad 
bilingue. 
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UNDSCAPE ARCHITECT 

Typical Task: Landscape architects are divided into two separate types of 
work— site planning and environmental planning. For site planning, 
landscape architects draw up plans to develop a site. They plan the trees, 
plants, pathways, drainage systems, and roadways for a site. Landscape 
architects who work in environmental planning work on much larger projects. 
They might work on projects such as planning where a highway can be built 
or what the impact of a dam and power plants' will be on the envlroniMnt. 
They prepare Environmental Impact Reports which are required by law for 
major land development projects. 

Working Conditions: Most landscape architects work in attractive, 
comfortable offices. However, during the course of a project, they are 
likely to spend much time out of the office on the construction site. 

Training and Qualifications: A college degree in landscape architecture is 
the educational .equirement for entering this occupation. A bachelor's 
degree can be earned in another field if a master's degree is obtained in 
landscape architecture. Some of the qualifications to be a landscape 
architect are competency in drafting and drawing, knowledge of plants, 
familiarity with drainage systems, ability to use computers, and knowledge 
of business practices. 

Job Outlook: Most landscape architects work for landscape, architectural 
engineering, or architectural consulting firms. Others might work for 
governmental agencies ia park and recreational planning, urban and regional 
planning, and transportation planning. A large number are self-employed. 
Long-range growth is expected to continue in this occupation with some 
tluctuations due to economic conditions. 

Earnings: Most landscape architects earn between $18,000 and $30,000 a 
y eaiT • 

Advancement: Landscape architects with experience can advance into 
supervisory positions or start their own business. 

L^guage Skills: English skills are needed to complete a college degree 
Bilingual skills might be useful in working with Spanish-speaking clients 
or co-workers. re 
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ARQUITECTO QUE DISENA JARDINES 



Teureas Tlplcas: Los arquitectos que disenan Jar dines est4n divididos en 
dos tipos: planeamiento de lugares de trabajo y ambiental. Para los 
lugares de trabajo, arquitectos dibujan pianos para desarrollar un sitio. 
Pleinean cu4les 4r boles, plsintas, veredas, sistema de drenaje y caminos 
habr4 en un sitio. Estos arquitectos que trabajan en un plan ambientalt 
trabajan en proyectos m4s grsindes. Podrlsin trabajar en proyectos como 
planeamiento de d6nde debe construirse una carretera o cual ser4 el impacto 
de una presa o planta el&ctrica en el ambiente. Preparan informes sobre el 
ambiente (Environmental Impact Reports) requeridos por la ley para 
proyectos grandes del desarrollo de tierras. 

Condldones de Trabajo: La mayor parte de los arquitectos que disenem 
Jar dines trabajan en oficinas atractivas y c6modas. Sin embargo, durante 
el transcurso de un proyecto, ellos podrian pasar mucho tiempo en el sitio 
de la construcci6n. 

Bntrtnafflltnto y Calif Icaciones: Se requiere un tltulo universitario en 
arquitectura de Jardines para poder entrar en esta ocupaci6n. Se puede 
tener un titulo de bachiller (B.A.) en otro campo y usarlo para obtener una 
□aestrla en arquitectura de Jardines. Algunas de la calif icaciones que 
debe tener un arquitecto de diseno de Jardines, son preparaci6n in dibujos 
mec4nico y diseno, conocimiento de plantas, familiaridad con los sistemas 
de drenaje, habilidad para usar computadoras y conocimiento de pr4ticas de 
negocios. 

Perspectlvas de Trabajo: La mayor ia de estos arquitectos, trabajan en 
firmas de ingenieria o consulta arquitect6nica. Otros pudieran trabajar 
para agencias gubernar^antales en planeamientos de parques, sitios de 
recreaci6n, urbanos y regionales, y de transporte. Gran parte de los 
arquitectos en esta especialidad, trabajan por si mismos. Se espera que 
esta ocupaci6n siga aumentando con algunas fluctuaciones debidas a 
condiciones econ6micas. 

Salarlos: En 1975, el salario al nivel de entrada en companias privadas, 
iba de $850 a $1,000 mensuales. Las agencias gubernamentales pagaban, 
tambi6n al nivel de entrada, de $1,100 a $1,350 mensuales. 

Aacensos: Los arquitectos de este tipo, con experiencia pueden avanzar a 
puestos de supervisi6n o empezar sus negocios propios. 

Lenguaje: El ingles es necesario para completar la carrera uni versitaria. 
Ser bilingue pudiera ser util si se trabaja con clientes o companeros de 
trabajo de habla hispana. 
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VETERINARIAN 



Typical Task: Veterinarians diagnose and treat animal diseases and 
injuries. 

About one- third of all vets treat small animals or pet exclusively. 

Another one-third treat both large and small animals. About ten percent 
specialize in the health ind breeding of cattle, poultry, sheep, swine > or 
horses. Veterinarians perform surgery on sick and injured animals. They 
also prescribe and administer medicines and vaccines. Some veterinarians 
work in research, zoos, animal shelters, and racetracks. 

Working Conditions: Veterinarians who take care of small animals usually 
work in clean clinics or hospitals and do little traveling. Vets who take 
care of large and food animals usually work in barns or outdoors, often 
under difficult weather conditions. Through their work, veterinarians are 
exposed to injury, disease, and infection. Those in private practice may 
work long hours. 

Training and Qualifications: All veterinarians must have a Doctor of 
Veterinary Medicine degree from an accredited college. The degree requires 
a minimum of 6 years of college which included courses in physics, biology, 
physiology, genetics, English, and statistics. 

Job Outlook: Although the employment of veterinarians is expected to grow, 
the increasing numbers of vets will make this a competitive field. One 
small, but rapidly growing area of tjoiployraent, will be in laboratory animal 
medicine, studying animal diseases and how to control them. The demand for 
specialists such as food animal practice, toxicology and pathology will 
remain strong. 

Earnings: The average net income for private practice veterinarians was 
about $45,000 in 1983. New graduated vets working for the Federal 
Government started at $22,956 a year in 1982 with the average annual salary 
of experienced vets of $37,000. However, incomes vary depending on factors 
such as location, type of practice, and years of experience. 

Advancement: Beginning veterinarians usually start in an established group 
practice. Experienced vets may wish to open their own practice although 
this does mean a large investment of money for clinic or hospital 
facilities. 

Language Skills: Good language skills are needed for working with the 
owners of animals. Bilingual skills would be helpful in working with 
Spanish-speaking pet or large animal owners. 
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VETERINARIO 



Tareas Tlpicas: Los veterinarios dlagnostlcan y tratan las enfermedades y 
Heridas de los anlmales. 

Casl una tercera parte de todos los veterinarios tratan animales pequenos o 
caseros exclusivamente. La otra tercera parte trata tanto a los animales 
grandes como a los pequenos. Como el diez por ciento se especializa en la 
salud y la cria de ganado, aves de corral, puercos o caballos. Los 
veterinarios hacen operaciones quiriirgicas y curan heridas en animales 
enfermos. TambiSn pueden recetar y administrar medicinas y vacunas. 
Algunos veterinarios trabajan en investigaci6n cientlfica, zool6gicos, 
perreras e hip6dromos. 

Condiciones de Trabajo: Los veterinarios que cuidan animales pequenos 
trabajan generalmente en hospi tales o clinicas limpias,y no viajan mucho. 
Pero los que tratan emimales grandes o para la alimentaci6n, trabajan 
generalmente en corrales o al aire libre, con frecuencia bajo malas 
condiciones del tiempo. En su trabajo, los veterinarios estin expuestos a 
recibir heridas, enfermedades e infecciones. Los que trabajan para ellos 
mismos trabajan muchas horas. 

Entrenamiento y Calif icaciones: Todos los veterinarios deben tener un 
tltulo universitario en medicina veterinaria de una universidad acreditada. 
Este titulo requiere un mlnimo de 6 anos de colegio que incluye cursos en 
flsica, biologia, psicologla, gen6tica, ingl6s y estadisticas. 

Per spec tlva de Trabajo: A pesar de que se espera que los empleos para 
veterinarios aumenten, tambiSn ha aumentado el n&nero de veterinarios, por 
lo cual este va a ser un campo de mucha competencia. En los laboratories 
de medicina animal habrS un pequeno pero r&pido aumento de empleos, 
estudiando enfermedades de animales y como controlarlas. La demanda de 
especialistas en alimentos para animales, toxicologia y patologla, 
continuarS siendo grande. 

Salarloa: El promedio de ingresos para un veterinario que trabaja por si 
mismo era de casi $45,000 en 1983. Los reci6n graduados que trabajan para 
el Gobierno Federal empezaban con $$22,956 anuales en 1982, los 
veterinarios con experiencia tenlan un promedio de $37,000. Sin embargo, 
los ingresos varlan dependiendc de muchos factores como localidad, tipo de 
pr&ctica, anos de experiencia « 

Aecensos: Los veterinarios principiantes generalmente empienzan trabajando 
con un grupo establecido de veterinarios. Los que tienen experiencia 
podrian desear abrir su propio negocio, aunque esto significa una gran 
inversi6n de dinero para una cllnica o un hospital. 

Lenguaje: El ingl6s es necesario para completar la carrera universitaria. 
Ser bilingue pudiera ser iitil si se trabaja con clientes de habla hispana. 
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